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ABSTRACT 

This certification model, which is a refined version 
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foreword 



Concern with certification of the media professional has e long 
history. The present development of certification standards can be 
traced to the early 1930s when Charles F. Hoban, then Pennsylvania's 
Director of Visual Education in the State Department of Public Instruc- 
tion, was instrumental in obtaining state legislation that required 
students in teacher education programs to acquire some media competence 
Later, California enacted a similar requirement. The large scale intro 
duction of inedia and technology into education following World War II 
greatly increased the concern with the quality of preparation and per- 
formance of the educators involved. The educational utilization of 
media and technology began to be recognized as an area of special 
expertise. In the view of many in education, the specialty in media 
and technology holds the most hope for the future of American education 

Much zhe language in this latest contribution to the develop- 
ment of c^r.ifTcation practices reflects the turmoil in terminology 
that has existed for some time in this professional field. The "field" 
has been fon^ting in part from the coming together of school librarian- 
ship and audiovisual specialties into an emerging general educational 
specialty. Efforts have been made over the last two decades to des- 
cribe and define the field. The "joint standards" ( Standards for 
School Media Programs , published in 1969; the revision. Media Program.s: 
District and School , published in 1974) developed through the coopera- 
tion of the "library" and "audiovisual" communities demonstrate that 
some agreeriient is possible. The most recent revision uses the terms 
media professional and media specialist . These terms are not univer- 
sal or consistently used in the states at the present time. Consider- 
able variation is found in the state certification documents. 

It is the hope of the Association for Educational Communications 
and Technology that the move toward a common language will continue. 
The user of this book is urged to help us with progress in that area. 
While efforts of many professionals in our field are reflected in this 
document, a special debt of gratitude is owed to William F. Grady and 
Minaruth Galey for organizing this current work. 



Howard Kitchens 
Executive Director, AECT 
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introduction 



The function of certification in educational media 
is to ensure selection of persons who are fully 
qualified to initiate, implement, and direct a 
media program in the elementary and secondary 
schools. The availability of media and technology 
have attracted a large number of people whose 
media skills and experiences range from those 
the talented amateur, to the skilled enthusiast, 
to the professional employee in education. C' - 
tification is the means of reliably identifying 
those persons who have the academic preparatio: . 
knowledge, and competencies to function as edu- 
cational media specialists. 

The AECT Certification Model was originally 
published in the November 1974 issue of Audiovisual 
Instruction and included the full report of the 
National Certification Task Force. The Model 
presented in this publication has been BfCfined 
through the efforts of members of the original 
task force and the current certification committee 
chairperson. This document is directed to the 
needs of the following five publics: 

^, 1. Educational media specialists; 

2. Employers ov educational media specialists; 

3. Educators who teach educational media 
specialists; 

4. Agencies that certify educational media 
specialists; 

5. Accrediting associations that approve pro- 
grams preparing educational media specialists. 

The concerns of these publics vary. 

First, edacational media specialists must have a 
clear view and understanding of their responsi- 
bilities and areas of activity if they are to 
achieve the purposes of the educational media 
program. This document provides a strong foun- 
dation for specifyir.g the appropriate activities 
and competencies for the educational media 
specialists in (1) media managen^ent, (2) media 
product development, and (3) instructional program 
development. 

Second, employers of educational media specialists 
(superintendents, for example) may not be fully ^ 
prepared in the field of educational technology 
and therefore look for guidance in identifying the 
workers who are qualified as educational media 
specialists. This document provides assistance 
to this end. In' addition, the model identifies 

O ascriptions, ass'^gnments, and roles that are 

ERlOtic. 



Third, those who teach aspiring educational media 
specialists need a clear statement of the competen- 
cies required of the students. The achievement of 
these competencies is the goal of the professional 
preparation program. With competencies clearly 
defined, the design of an appropriate set of 
learning activities is more readily accomplished. 
The AECT Model provides a firm basis for the 
selection of learning activities designed to prepare 
the professional educational media specialist. 

Fourth, those responsible for certifying educa - 
tional media specialists require a realistic 
statement of the characteristics of the qualified 
candidate. The ideal statement is appropriate 
for use by state agencies whether the issuance of 
a certificate is based on competencies, on program 
approval, or on transcript analysis. The standards 
for state certification can be designed with 
relative ease from the AECT model with stated com- 
petencies in media management, media product 
development, and instructional program development. 

Fifth, accrediting associations utilizing 
evaluation guidelines for approving programs 
that prepare educational media specialists can 
employ this model as the basis for their evalua- 
tions. The model specifies competencies that should 
be produced by programs that prepare educational 
media specialists. The credentials of the faculty, 
the learning experiences of the students in the 
programs, and the procedures for advising, as well 
as the facilities and instructional resources, 
are best examined and evaluated in reference to 
what graduates should b-? capable of doing as a 
result of the orofessional preparation program. 

This document was developed in response to 
professional needs. It is provided in the hope 
and expectation of serving those needs for all 
educators concerned with the effective utilization 
of instructional resources. 

This new publication is intended to increase the 
availability of the Model, It is of special 
interest here that the AECT Certification Model 
published in 1974 has already been widely imple- 
mented as evidenced by the results of the 1976 
nationwide survey of certification. The results 
of that survey are reported in Chapter III. 



^ Minaruth Galey, Chairperson 

\j Certification Committee 



2 

the model 



The Certification Mendel lists mere competencies 
than any one media specialist can be expected to 
achieve. Nevertheless, every professional media 
specialist can be expected to acquire seme com- 
petencies in all three areas of responsibility and 
in each type of function, even though an individual 
may have emphasized one particular area in his or 
her preparation program or on the job. 



The fonn of the Certification Model presented 
here is a summary of AECT'?; Certification Model 
first published in the November 1974 issue of 
Audiovisual Instruction . That very detailed model 
was a result of the report developed by the Nat- 
. ional Task Force on Certification. 



m 1975, Bergeson and Grady conducted a survey 
of reactions to the model and its implementation. 
Results indicated that the model had been widely 
disseminated and several states were in the process 
of revising their state certification programs. 
However, results also indicated a need for a shorter 
rj -ion of the model that would subsume some of 
^l^"detai^ under more general categories. A 1976 



survey conducted by Galey, chairperson of AECT's 
Certification Committee, and open hearings held 
at the AECT national convention in 1977 confirmed 
the need for a presentation format that would make 
the Certification Model easier to work with on a 
day-to-day basis. 

It was to this end that the model presented in 
this chapter was developed. It is based on a field 
test involving reactions from 80 persons across 
the country {oersonnel in state departments of 
education, faculty in colleges of education, and 
practitioners in the field), the results of two 
open hearings on certification, and the editorial 
work of a panel of three writers. 

As .nentioned earlier, the Certification Model is 
intended to serve several different publics. Since 
the shorter version will not adequately meet the 
needs of all those concerned with certification, 
the full model is also included (Appendix, page 25). 
The detailed task lists of the 1974 version are 
particularly useful to those who are designing 
programs of study to prepare educational media 
special ists. 

G 



MODEL FOR ClRTIFICATION OF EDUCATICfifiL MEDIA SPECIALISTS 



.f^DiyMMlW™ 

Cnaniza tj on Hanaqeoient Fiirction 

Set goals for the media program 
Organize and reorganize organizational 

structure to reet goals 
Plan IMC operation for coming. year 
Coordinate facilities planning 
Plan management prograir/projects 
Initiate agency-funded projects 
Formulate policy for procedure and 

eouipoient changes for the media 

program 

Monitor and change operation of the 

media program 
Administer IHC 
Administer/direct project 
Administer media program 
Design financial structure 
Prepare annual budget 
Supervise cooperative purchasing 
Purchase instructional materials 

Personnel Management Function 

Staff projects 

Staff media progran 

Conduct in-service training of new 

staff on general office procedures 
Set up in-service workshops 
Improve communications among personnel 

in the IHC 
Supervise personnel in the media 

program 
Supervise various subunits 
Supervise student workers 
Sate and evaluate personnel 

Research-Theory Function 

Conceptualize theoretical management 
models 

Conduct management research project 
Analyze management research data 
Improve standards of management 

research projects 
Perform feasibility studies on new 

equipment 
Conduct surveys of media usage 



A«JOTSjBIUTy^ 

^jlEDi^pKOD^C T Mim rt COflPETEfjCIES 
OrQafma_tjo^^^^ 



KJSTRLlCTiO^AL PROGRAf' 
.DEVELOPMENT COflPETE^CIES 



Personnel fenaqement Function 



R esearch-Theory Function 

Conceptualize theoretical production 
models 

Conduct product research project 
Analyze product resc rch data 
imcro';e standards of product research 
projects 

Research learning strategies for media 
products 



O rganization Nanaqement Functjori 

Initiate aciency-funded development i^roject 
Plan development prcqrams/projects 



Personnel Nanacement Function 

Staff instructional development projects 



Research-Theory Function 

Conceptualize theoretical development 
models 

Conduct program development research 
projects 

Analyze program development research data 
Improve standards of program research 
projects 

Research learning strategies for media 
programs 



w m HANAGFMFNT COHPETENCIES. 



Design Functio n 
Plan equipment systems 



HFDIA PRODUCT DEliFI^?H^NT COHPETENCIES 



Dej iqn Function 

Skilled in designing instructional 

materials for courses 
Skilled in designing prograned 

instruction materials v 
Design materials for in-service 

workshops \ 
Wnte units for in-service workshop? 
Develop instructional packages' for 

individualized insti'uctiri 



INSTRUCTIONAL PROGRAM 
DEVELOPHENT COHPETENCIES 



Perform research on effectiveness of 

media and proarams 
Conduct research on -'ffective media 

utilization tecn-.iques 

Design Function 

Coordinate design of in-service activities 
Develop teachers' guide for instructional 
materials 

Coordinate desian of automated presen- 
tations 

Improve instruction through systems 
approach 

Design new facilities for programs 
Design instructional spaces 



Production Function 



Evaluation-Selection Function 

Evaluate holdings of instructional 

materials 
Manage selection procedures 
Provide for evaluation of media 

materials and procedures 



Production Function 

Coordinate photography on location 
Coordinate producing visuals for 

presentation 
Prepare materials for TV ■ 
Produce/direct motion pictures and TV 
Coordinate production of audiotapes 
Coordinate production of slide 

presentations 
Coordinate production of sound film- 
strip 

Coordinate production of materia is 

for course 
Coordinate mass production of course 

materials 
Improve production standards 
Write computer programs for CAI 
Coordinate production of TV programs 

Evaluation-Selection Function 

Plan product evaluation 
Evaluate quality of production 



froduction Function 



Fvaluation-Selection Function 

Plan and focus program project 

evaluations 
Develop evaluation models and techniques 
Collect, process, analyze, and interpret 

evaluation data 
Lead in- previewing and selecting 

instructional materials 
Lead in evaluating instructional 

materials 

Operate pilot projects for prototype 
instructional materials 
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MEDIA HANAGEHENT COMPETENCIES 

Support-Supply Function 

Improve acquisition procedures for 

instructional materials . 
Improve cataloging procedures 
Catalog materials 
Improve distribution systems 
Locate curriculum materials 

Utilization 

Monitor individualized instruction/ 
solf-instnictional media projects 

Monitor instructional facilities 

Help in instructional materials 
utilization 

Orient students to use of media 
materials ■ 



Utiliz a tion-Dissemination Fimctio n 

Maintain professional status/keep up 

in the field 
Report to management 
Provide information on IMC 
Explain special instructional projects 

to visitors 



PRODUCT PrV'LOP^IF^lT iilMPETENCIES 



INSTRUCTIONAL PKOGHAM 
DEV ELflPMENT COMPETENCIES 



Sup])orj;juppj)Jyna^^^^^^ 



Utilization 



'Jtili2ation-DisM^''''nation Funct 



Maintain pro^es^*: S: '^tus/keep up 

in the fielc 
Report to mar^,' r 
Advise product ;-.dnners on education 

market 

Teach product devpi^nfuent course 



ERLC 



Suppnrt-Sujipjj Functjon 



V 



: ^ijation 

he.? students and teachers identify 

learning interests and select 

objectives 
Help students and teachers select 
' learning activities to meet 

objectives 
Help students and teachers prepare to 

use learning activities 
Help teachers follow up student work on 

learning activities 
delp students and teachers to use 

reading,' listening, and viewing 

experiences 
Arrange media presentations for large 

student groups 
Act as resource for individual/group 

directed learning activities 
Facilitate group learning process 
Facilitate tutoring of individual 

students with learning difficulties 

Ut i 1 ization-Dissemination Functi on 

Maintain professional status/keep up 

in the field 
Report to management 
Develop dissemination strategies for 

teacher preparation project 
Consult on media use and design 
Promote increased use of instructional 

media 

Inform teachers on media 
Consult with teachers regarding 

teaching behavior 
Facilitate fullest use of program 

resources 

Assist content specialist in developing 

materials 
Teach media courses 
Help teachers improve their teaching 

skills 
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certification 

OF AUDIOVISUAL^ EDUCATIONAL MEDIA^ AND LIBRARY Pc^SQNNEL 
NATIONWIDE STATUS REPORT 



This report is developed from a series of four 
nationwide studies (1968, 1970, 1972, 1976) con- 
cerning certification of educational communications 
and technology personnel. It contains a summary 
of the data presented in the first three studies 
and introduces the findings from the 1976 nation- 
wide survey.- 

Historical Background 

Standards for the certification of audiovisual 
personnel were established by the Association for 
Educational Conmuni cations and Technology (then 
DAVI,^ hereinafter referred to as AECT) in a 
documert entitled Guidelines for the Certification 
of AV Personnel published in November 1969. The 
Certification Committee of the PEMS Commission had 
concentrated its major effort since the 1968 AECT 
Convention in Houston, Texas toward developing 
these guidelines. The document was presented to 
the Delegate Assembly at the 1969 AECT Convention 
in Portland, Oregon; further revised by William R. 
Fulton; and accepted by the Executive Committee, 
AECT Board of Di rectors » in November 1969. 

The Certification Committee at the 1969 AECT 
Convention in Portland decided, in order to pro- 
vide a historical touchstone regarding certification 
for audiovisual personnel, to conduct a nationwide 
survey of certification programs fot audiovisual 
personnel in existence in the various states at 
the time the Guidelines for Certification of AV 
Personnel was published. The survey was conducted 
and then reported to the AECT Convention in Detroit 
in April 1970. 

At the 1971 AEC' Convention in Philadelphia, the 
Certification Cofmittee decided to conduct another 
nationwide survey on the same topic — certification 
for audiovisual personnel in the United States. 
The results were reported to the 1972 AECT Con- 
vention in Minneapolis, Minnesota, as the second 
nationwide status report. 

In each nationwide study, the investigation was 
designed to identify and provide information con- 
cerning Certification in those states: 

1. That currently have a certification program 



^Conducted by the AECT Certification Committee, 
William F. Grady and Kinaruth Galey (Investigators). 
Members of the Certification Committee were: Clarence 
0. Bergeson, James W. Brown, Barbara Carson, John 
Childs, W. Edwin Erickson, Charles B. Klasek, Bruce 
McLaren, Al Nicosia, V. B. Rasmusen, Juanita Skeltcn, 
Walter Taranko, Marion W. Taylor, and Al Twiddy. 

O apartment of Audiovisual Instruction. 
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in effect for AV personnel. 

2. That do not currently have a certification 
program in effect for AV personnel. 

3. In which no plans are being made for the 
certification program for AV personnel at this time. 

4. In which plans are being made for certifica- 
tion programs for AV personnel that will become 
effective within the next one to three years. 

For these studies, a single-page questionnaire 
was developed and mailed with a self-addressed, 
stamped envelope to each person listed on AECT's 
Roster of Chief State School Audiovisual Officers. 
One hundred percent of the questionnaires were 
marked and returned or the data was transmitted 
via telephone. 

The 1976 questionnaire included not only the 
terminology "audiovisual personnel" but also 
"educational media" and "library personnel," This 
change in terminology reflects the emergence of 
professional preparation in the combined areas of 
audiovisual and library science reported in 1972. 
With this change, it was anticipated that the 
investigators could collect the appropriate data. 

The 1968 Study 

A nationwide survey conducted by William F. 
Grady in 1968 chowed seven states with a certifica- 
tion program for audiovisual personnel- Those 
states were Indiana, Iowa, Minnesota, North Caro- 
lina, Pennsylvania, Utah, and Wisconsin. 

In 1968, there were "10 spates that indicated 
they were working on a certification program for 
audiovisual personnel and hoped to have it estab- 
lished in one to three years. Those 10 states 
were Arizona, Arkansas, Florida, Hawaii, Idaho, 
Nebraska, Ohio, Oklahoma, Vermont, and Washington. 

The 1970 Study 

By 1970, 14 states indicated they had certifica- 
tion programs for audiovisual personnel. Those 
states were Connecticut, Idaho, Indiana, Iowa, 
Minnesota, Montana , New York, North Carolina, 
North Dakota, Ohio, Oklahoma, Pennsylvania, Utah, 
and Wisconsin. 

In 1970, there were 22 states that indicated 
they were working on a certification program for 
audiovisual personnel and hoped to have it estab- 
lished in one to three years. Those states wera 
Arizona, Arkansas, Colorado, Delaware, District of 
Columbia, Florida, Georgia, Hawaii, Illinois, 
Kansas, Louisiana, Maryland, Michigan, New Hampshire, 



New Mexico, Oregon, Rhode Island, South Dakota, 
Texas, Vermont* Washington, and West Virginia. 

The 1972 Study 

By 1972, there were 22 states indicating they had 
certification programs for audiovisual personnel. 
These states were Arkansas, Connecticut, Florid^., 
Hawaii, Idaho, Illinois, Indiana, Iowa, Massachu- 
setts, Minnesota, New York, North Carolina, Nortn 
Dakota, Ohio, Oklahoma, Oregon, Pennsylvania, 
South Dakota, Texas, Utah, Wisconsin, and Wyoming. 

Nineteen states indicated they were working on 
certification and hoped to have a program in one 
to three years. Those states were Alabama, Arizona, 
Colorado, District of Columbia, Georgia, Kentucky, 
Louisiana, Maine, Maryland, Mississippi, New Hamp- 
shire, New Mexico, Rhode Island, South Carolina, 
Tennessee, Vermont, Virginia, Washington, and West 
Virginia. 

There were 10 states that did not have certifica- 
tion programs anc were not working toward adoption , 
of such at that time. Those states were Alaska, 
California, Delaware, Kansas^ Michigan , Missouri, 
Montana, Nebraska, Nevada, and New Jersey. 

Seven states indicated that professional prepara- 
tion in the combined areas of audiovisual and 
library science w?s either required or strongly 
recommended. Those states were Florida, Illinois, 
North Carolina, North Dakota, Oregon, South Dakota, 
and Texas . 

The 1976 Study 

Because of the emergence in 1972 of combined 
preparation in print and nonprint areas and an 
apparent change in the terminology being used 
for certificates, the investigators in 1976 decided 
to include "educational media personnel" and 
"library personnel" as terms in the nationwide 
survey instrument. It was thought that from the 
use of these terms, in addition to the term "audio- 
visual personnel'' used in the 1968, 1970, and 1972 
studies, appropriate data could be collected from 
which a more accurate report could be compiled. 



In 1976^ there were eight st,:.tes indicating they 
had a total or eleven certificates for AV personnel. 
These certificates did not include provisional 
or temporary certificates. These states were 
Illinois, Indiana, Minnesota, North Dakota, Okla- 
homa, Vermont, Wisconsin, and Wyoming. 

There were 24 states that provided 39 certificates 
for educational or ini:,tructional media pe>"sonnel, 
not including temporary or provisional certificates. 
These states were Alabama, Arkansas, Colorado, 
Florida, Hawaii, Idaho, Illinois, Indiana, Iowa, 
Kentucky, Maryland, Massachusetts, Minnesota, 
Missouri, Nebraska, New hlampshire. New Jersey, 
North Carolina, North Dakota, Ohio, Oregon, Penn- 
sylvania, Utah, and Vermont. 

Two states, Missouri and Texas, used the title 
"learning resources personnel" on their certificates. 



There were 34 states that provided a total of 54 
certificates for school librarians, not including 
temporary or provisional certificates. These 
states were Alabama, Alaska, Arizona, Arkansas, 
California, Connecticut, District of Columbia, 
Hawaii, Idaho, Illinois, Indiana, Iowa, Kansas, 
Louisiana, Maine, Maryland, Massachusetts, Michigan, 
Minnesota, Missouri, Montana, New Mexico, North 
Dakota, Oklahoma, Pennsylvania, Rhode Island, 
South Carolina, South Dakota, Tennessee, Vermont, 
Virginia, West Virginia, Wisconsin, and Wyom-ing. 
The titles of some certificates indicated a com- 
bined preparation. Maryland and North Dakota pro- 
vided four certificates for AV-library personnel. 
Massachusetts provided one certificate for AV- 
media personnel . 

Nine states provided eighteen certificates for 
personnel in media/library or 1 i brary /media or 
library/learning resources. Those states were 
Delaware, Georgia, Iowa, Kentucky, Mississippi, 
Nevada, New York, Washington, and Wisconsin. 



^The authors express their appreciation to G. 

Gardner Snow of Brigham Young University for his 

assistance in obtaining information from all 50 
states . 



TABLE 1 

CURRENT AND PROJECTED STATUS OF CERTIFICATION OF PERSONNEL 
IN EDUCATIONAL COMMUNICATION AND TECHNOLOGY IN THE SEVERAL STATES 



States 


Certification Programs 
Effective Now 


Plans Are Being Made 

To Require Certification 

in 1-3 Years 


Revi sion 
in Process 


Alabama 


Media , Library 




yes 


Alaska 


Library 






Arizona 


Library 






Arkansas 


Media, Library 






Cal ifornia 


Library 






Colorado 


Media 






Connecticut 


Li brary 






Delaware 


Li brary /Media 







STATES 


CERTIFICATION PROGRAMS 
EFFECTIVE NOW 


PLANS ARE BEING MADE 

TO REQUIRE CERTIFICATION 

IN 1-3 YEARS 


REVISION 
IN PROCESS 


District of 
Columbia 


Library 


for Media 




Florida 


Media 






Georgia 


Library /Media 






Hawai i 


Media, Library 






Idaho 


Media, Library 







Illinois 


Audiovisual , Media , 
Library 






Indiana 


Audiovisual , School 
Media, Library 






Iowa 


Media, Library, Library/ 
Learning Resources 






Kansas 


Library 


tor Media 




Kentucky 


Media, Library, 
Media/Library 







Louisiana 


Materials, Library 






M<ine 


Library 


for Media/Library 





Maryland 


Media, Library 






Massachusetts 


AV/Media, Library 


^ 


yeb 


Michigan 


Library 




■ 


Minnesota 


Audiovisual , Media , 
Library 






Mississippi 


School Media 






Missouri 


Media, Library, 
Learning Resources 






Montana 


Library 


for M'i^dia 




Nebraska 


Med i a 






Nevada 


Library/Media 






New Hampshire 


Media 






New Jersey 


Media 







New Mexico 


Library 






New York 


School Media 






North Carolina 


Med i a 






North Dakota 


Audiovisual , Library, 
Media, Library/AV 






Ohio 


Media 




— 


Oklahoma 


Library, Media 




yes 


Oregon 


Media 







Pennsylvania 


Media, Library 







STATES 


CERTIFICATION PROGRAMS 
EFFECTIVE NOW 


PLANS ARE BEING MADE 

TO REQUIRE CERTIFICATION 

IN 1-3 YEARS 


REVISION 
IN PROCESS 


Rhode Island' 


Library 






South Carolina 


Library 


for Media 




South Dakota 


Li bra ry 


for Media 




Tennessee 


Library 






Texas 


Learning Resources 






Utah 


Media 






Vermont 


Audiovisual , Media, 
Library 






Virginia 


Library 


for Media 




Washi ngton 


Library/Media 




yes 


West Virginia 


Library 


for Media/Library 




Wisconsin 


Audiovisual , Library 




yes 


Wyoming 


Audiovisual , Library 







•Rhode Island had no plans to require certification in Media. 

Note: Since states reported "No Certification Program Effective Now" in the 1976 
survey, that cclum*^ heading--which appeared in similar tables in previous Certification 
reports--is not ^eluded in this table. 

A comparison of the titles of the certificates with the preparation requirements 
revealed a wide variation. For example, it is possible to obtain a Library/Media 
certificate with preparation only in 1 ibrarianship. Table 2 summarizes the data 
on the preparation requirements and the titles of the certificates. 



SUMMARY OF PREPARATION REQUIREMENTS FOR CERTIFICATES 

TABLE 2 



NO. OF NO, OF :iO. OF 

NO. OF CERTIFICATES CERTIFICATES CERTIFICATES 

TITLE OF TCTAL NO. OF CERTIFICATES W/LIBR & W/NO W/NO SPECIFIED 

CERTIFICATE CERTIFICATES W/NQ LIBR REQ MED REQ MEDIA REQ REQUIREMENT 



Audiovisual 
Personnel 

Library 
Personnel 

Ed. Kedia 
Personnel 



11 
54 
39 



3 
8 
20 



0 
32 
0 



2 

14 
10 



Learning 
Resources 

Personnel 2 

AV Library 
Personnel 4 

AV Media 

Personnel 1 

Media/Library 
Personnel 17 



0 
0 



:2 



0 
0 
0 
2 



1 
3 
0 
3 



Totals 



128 



15 



4{ 



34 



33 



ERLC 



Table 3 (page lb) presents the characteristics of the currently existing statu 
Ct^rtif ication programs for educational communications and technology personnel. 
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Findings > Sitmrnary, and Conclusions 



In every state there is certit ication for personnel 
who v/ork in si^<ne aspect of educational conmuni cation 
and technology. These certificates may be entitled 
"audiovisual," "educational media," "library," 
"learning resources," or some combination of these 
terms. 

Of the 39 available library ce-^ti f icates that 
specify requirements, S2 [S2%) have no media require- 
ments. Seven (18%) have media design and pi^oduction 
requiremerts. Of the 29 available certificates for 
educatioHu-l media personnel that specify requirements, 
nine (31%) have no library requirements. Twenty (69%) 
have both library ai*id media requirements. Of the 17 
certificates with combination titles that specify 
requirements, 14 (82^^=) have some preparation in both 
library and media. Certificates for personnel with 
the title "learning resources" have requ ■; rements in 
botfi library and media. 

Of the 24 educational media certificates that 
require teaching experience as a prerequisite for 
the issuance of an educational media certificate, 
nine (38%) require less than one year of teaching 
experience, and student teaching is usually the 
experience designated. The remaining 62% require one 
year or more with one certificate requiring one 
year, four requiring two years, nine requiring 
three years, and one requiring five years. 

df the 29 library certificates that require 
teaching experiencp as a prerequisite for the 
issuance of a librarian certificate, 22 {76%) 
recuire less than one year of experience and 
student teaching is usually the experience desig- 
nated. The remaining 24% require one year or more 
with four certificates requiring three years, one 
requiring four years, and t*70 reauiring five years. 
Those that require more than one year of experience 
are usually supervisory, advanced, professional, 
or director types of certificates. 

Several conclusions can be di'awn from the 1976 
survey: 



5. An analysis of the professional preparation 
requirements listed in the educat-ional media 
certification documents that specify library science 
competencies reveals that the majority of those 
competencies are in the areas of selection, utili- 
zation, evaluation, classification, and cataloging 
of learning resources at the minimal entry level. 

7. An analysis of the professional preparation 
requirements listed in those seven library certi- 
fication documents that specify educational media 
competencies reveals that the competencies are in 
the areas of media design, production., and utili- 
sation at the minimal entry level. 

8. Based on the years of teaching experience 
required for an educational media certificate 
(62':> require one or more years in the classroom), 
it apnears that the role of the educational media 
specialist continues to be directly related to 
^'nsLr uctional support and classroom instructional 
acti vT ties . 



1. Certification continues to be an issue of 
concern in a majority of the states. 

2. Certificates for educational media specialists 
typically identity workers with competencies in 

the three areas of media management, media product 
development, and instructional program development. 

3. While certificates with combination titles 
reflect professional preparation in both library 
and educational media, at this time the preparation 
in library is considerably more extensive than 
preparation in educational media. 

4. Certificates for librarians typically identify 
workers as specialists with competencies in media 
management inasmuch as 82% of the certif ica.tes 
require no media product or program development 
competencies. 

5. It appears thac educational media specialists 
and librarians are different kinds of workers. 
Librarians have specialized competencies concen- 
trated in media management, in terms of the AECT 
Certification Model, end educational media personnel 
are in media product development, instructional 

^ .1 development, and media management. 
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TABLE 3 

CWll'\CTERISTICS OF STATE CERTIFICATION PROGWIS FOR 
EDUCATIONAL COMMUNICATIONS AND TECHNOLOGY PERSONNEL 



STATE 


NAME OF CERTIFICATE 


DEGREE 


REQUIRED 


EKPERIENCE 
(YEARS) 


NUMBER OF 
HOURS IN 
ECUCATIONAl 
HEDIA 


NUMBER OF 
HOURS IN 
LIBRARY 
SCIENCE 


NUMBER OF 
HOURS IN 
RELATED 
AREAS 


Alabama 


Class B Elementary-Secondary 
Professional Certificate \ 

i 








Majnr. 24 sh 




86 ! 


Library Science Bacc. 


teacher 


i 


Major, U sh 




Alaska 


Type A, Regular Certificate ; 


Bacc. 


teacher 






Institutional 
recomiiendation 




Type C, Special Services 
Certificate, Library 


Bacc. 












1 , — 

Arizona School Librarian (K-121 LEN : 
(Library endorsement) 


teacher 






18 sh 




Arkansas 









12 sh 






Librarian (K-12] iBacc. 


teacher 


student teaching 








1 — ' 

California Library Services Credential 
ISchcol Librarian 


Bacc. 


teacher 


} sh supervised 
field experience 




24 sh 


^ ^ 


Colorado 


Educational Media Specialist 


1 — ■ < 

t'lasters or 
higher 


teacher 


3 yrs teaching . 
snd/or school 
nedia experience 


combi 


ned 


1 

i 


Connecticut 


Special Subject or rield Library 
Endorsefiient 


Bacc. 


teacher 






18 sh 


17 sh 


Delaware 


Library/Media Specialist 
Standard Certificate 


Bacc. 


teacher (or 15 si" 
in Education) 






TpArhpr Education 
prografD in LS or 
Masters in School 
Librarianship or 
2; sh and 6 sh 
practicuin or 1 yr 
experience 6 sh 


li) 
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mE 3 (Continued) 



STATE 



District of 
Columbia 



Florida 



i Georgia 



Hawaii 



Idaho 



Illinois 



NAME OF CERTIFICATE 



School Librarian 



Senior 



Eleiiientarj;^ 



Junior 



Vocational 



iducational Media Specialist (^12) 



Associate Libraryjediajpecialist 
T-5 Career Library Media Specialist 



DEGREE 



MLS 



CERTIFICATE 
REQUIRED 



teacher 



teacher 



EXPERIENCE 
(YEARS) 



gracticejeachins 



practicejeachin^ 



teacher 



MLS 



teacher 



Bacc. 



School Library Specialist 
Basic Specialist s 



Bacc.___ 

Masters 



!Bacc. 



Professional Specialist 



Media Specialist 
Basic Specialist 



Professional Specialist 



teacher 



teacher 



gractic_e_teachiiig 



practice teaching 



OF 

HOURS IN 
EDUCATIOIL 
MEDIA 



MEk OF 
HOOisS IN 
LIBRARY 
SCIENCE 



NLMBER OF 
HOURS IN 
RELATED 
AREAS 



Masters 



sh 



18 sh 



Masters 



24 sh combined 



20 qh 



25 qh combined 



Bacc. + 30 sh 



Bacc. 



student teaching j 
or 1 jr____ i 9 sh 



-"T 

student teaching | 9 sh 

or 1 v I 



iizc + 30 sh 



Educational_Media_Generalis_t_ 
School Librarian 



Instructionaljediajpecialist 



Bacc. 
Bacc. 



student teaching | 21 sh 
or l_yr j 



teacher 



School Librarian 



Audiovisual Coordinator_ 
Media Specialist 



Bacc. 
Bacc. 



Bacc. 
Bacc. 



School Library Specialist 



(continued next pagej 



Bacc. 



teacher 



student teaching 
or 1 yr 



21 sh 



teacher_ 
teacher 



teacher 



studentjeaching ! 
student teaching 



student teaching 



teacher or Stan 
dard S|.ecial w/ I 
media endorsement student teaching 



teacher or stan- 
dard special w/ 
school librarian 
endorsement 



21 sh 



21 :h 



sh 



9 sh 



24 sh 



12 sh (AV) 



18 sh (AV) 



5sh 



15__sh^ 

18 sh 



32 sh combined 



studentjeaching 



32 



18 sh 



24 sh 



18 sh 



24 sh 



6 sh 
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TABLE 3 (Continued) 



STATE ' 


•NAME CF CERTIFICATE 


DEGREE 


CERTIFICATE 
REQUIRED 


EXPERIENCE 
(YEARS) 


NUMBER Or 
HOURS IN 
EDUCATIOHAl 
MEDIA 


NUMBER OF 
HOURS IN 
LIBRARY 
SCIENCE 


NUllBtK Ur 
HOURS IN 
RELATED 
AREAS 


Illinois 
(Cont'd) 


Audiovisual Specialist 


Bacc, teacher or stan- 
dard AV special 
endorsement 










Media Supervisor or Director 


Bacc. supervisory or 
standard special 
w/nedia or gen- 
eral endorsement 


1 1 


■ 

32 sh combined 




Indiana ' 


School Hedia Services 


Bacc. 




i 

35 UG sh cofiibined ' 


Professional 


basic i 


6 Gsh ! 


Audiovisual Services 


Bacc. 


24 UG sh 


! 

! 

combined i 


Professional 


bas'ic 


6 UG sh, 6 G sh 




Instructional Supervision in 
bcnool Heaia services 


i 

1 

Bacc. : teacher ! 


advanced combined 


15 G 5h 


rroTessionai 


.basic 


3 yrs 








Library Services 








24 UG sh 






rruTcbs luna i 


: basic 




6 UG sh 
6 G sh [AV) 






Iowa 




Bacc. teacher 


student teaching 








Director, Library Services 


Masters : teacher 








6 sh 




Library/Learning Resources 


Masters 










Educational Media Specialist 


Masters ; teacher 




major . 






Teacher-Librarian 








20 sh 




Kansas 


Secondary School Librarian 
fewer than 500 




teacher 




15 sh combined 




more than 500 




teacher 




24 sh combined 




El»tary School Librarian 




teacher 




15 sh combined 





. TABLE 3 (Continued) 



STATE 


Wl OF CERTIFICATE 


DEGREE 


LLKTlrlLAIh 
REQUIRED 


tArtKltNLt 

(YEARS) 


WER OF 

HOURS IN 

rniirATTnwAi 
LuULAIiUNAL 

MEDIA 


NUMBER OF 
HOURS IN 

LIdKMKi 

SCIENCE 


NUMBER OF 
HOURS IN 

KtLnlLJ 

AREAS 


Kentucky 
■ 


Schoo] Hedia Librarian 
grovisioral 


Bacc. 




30 sh combined 


47sh'> 


School Media Specialist 
• standard- 


Hasters '.provisional SML 


15-21 sh combined 


6-15 sh 


IICU Id JUpCf V i jUf 


60G sh 

(with Hasters) 


standar'd SMS 3 yrs 


6-9 sh combined 


12 sh 

1 
; 

1 


Louisiana 






teachers 




18 sh 


. 1 


Supervisor of School Libraries 


Mp^tpr^ 


Tvne A 5 vrs, library 




18 UG sh, 12 G sh 




^iinpruKn** 'oi PAn'^h or fitv 

Haterials and/or Media Centers 


Advanced 
degree 


Type A 5 yrs 


12 G sh 






Haine 


School Librarian 
Provisional 

• 


Bacc, in 
school library 
ujr leacners 
certificate 






18 UG sh 




Professional 


Bacc\+ 30 sh 

■\ 


. 4 yrs 








Maryland 

(competency 

based) 


Ed Media fAV/LibrarvK 
Associate Level I 


Bacc. 


i practicuin 






1 


Genera list Level II 


Masters or 
^fi G ^h 


' practicum 






1 


Ed Hedia Specialist in Level II 


"Masters or 
36G sh 




gracticum 








Ed Media (AV/Library) 
Administrator Level III 


Masters in 
Ed Media + 
ISGsh 


General i St 
,Level II 


3 yrs media 
experience 








Librarian 
Elementarr 


Bacc. T 18 sh 


teacher 


supervised ob- 
servation in 
school library or 
student teaching 






1 

• 

12 sh 


Secondary 


Bacc. + 18 sh 


teacher 


supervised ob- 
servation in 
school library or 
student teaching 






12 sh^ 


, Secondary-Elementary 


Bacc. + 24 sh 


sec school 
librarian 








6sh 


Elementary-Secondary" 
(continued next page) 


Bacc. + 24 sh 


elem school 
librarian 








6sh 



TABLt 3 (Continued) 



STATE 

Maryland 
(Cont'd) i 



NAME OF CERTIFICATE 
Supervisor of School Libraries 



DEGREE 



MLS 



CERTIFICATE 

REQUIRED 

elem or sec 
school librarian 



Massachu- 
setts 



AV fedia_Speciali5t_ 

School Librarian 



Bacc.JjO_sh 
Bacc. + 18 sh 



teacher 



EXPERIEIJCE 
(VEARS) 

3 yrs school 
library 



NUMBER OF 
HOURS IN 
EDUCATIOflAL 
MEDIA 



NUMBER OF 
HOURS IN 
LIBRARY 
SCIENCE 



combined 



Michigan ! School Librarian 



Bacc, + 20 sh 



teacher 



Hinnesota 



















minor 














Media Supervisor 


Masters 


media general isti 3 yrs media combined 

— : 1 ■ ' 





Mississippi: School Media Specialist Librarian 

i Class_AAAA 

Class AAA 



Doctorate 



Masters + 
45 sh 



Cjas_s_M 

Class_A 

Class A Permit 



Missouri i Learning Resources Director 



Masters^ 
Jacc.__ 
Bacc. 



Class AAA I i $°?bined_major_ 



i 3 yrs media 
Class AA i specialist libr 



Class A 



combined 
combined_ _ 
30 sh combined_ 
12 sh combined 



^35ters ele"^ sec tea- j 2 yrs as media/ 
cher, instruc- i librarian 
tional media 
technologist 
school librarian 



Instructional Hedia Ttciinologist 
School Librarian 



Montana 



Nebraska 



Bacc. 
Bacc. 



School Librarian 



Educational Media Specialist 



elem or sec 
teacher 



18 UG or G sh 



elem or sec 
teacher 



NUMBER OF 

HOURS IN 
RELATED 
AREAS 



12 sh 



18 G or UG sh 



ME 3 (Continiied) 



STATE 


mi OF CERTIFICATE 




CERTIFICATE 
REQUIRED 


E/PERIEfJCE 
(YEARS! 


NDHBER OF 
HOURS IN 
EO'JCATIO^IAL 
MEDIA 


NUMBER OF 
HOURS IN 
LIBRARY 
SCIENCE 


NUMBER OF 
HOURS Ifj 
RELATED 
AREAS 


1 

Nevada 










20 sh combined 




Library Media Specialist 


Bacc. or i 
teacher libra- , 
ry/meJia + 8sh 






combined ! ' 

1 ! 

i 


Professional Library Media 1 
Specialist j^^sters 


library media 
specialist 


1 ; 1 

! combined 


Mpw 

llcW 

Hampshire 




; cofubi 


! 

ned J -! 








Media Supa^visor 'Masters ; |3yrs_^_edi^ i combined 


1 
1 


New Jersey 


: 1 

Associate Educational Media i 1 


! 18 sh combined 


... 


Educational Media Specialist i Masters 


teacher 


1 yr teaching ; 30 G sh 
or media 


combined 




Npw Mpxirn 

WZfi IICA1V.V 








13 sh 












18 sh 




All-level Librarian 




elem/sec teacher 


; 


2i sh 


12 sh 


■ 1 

New York 


School Media Specialist (library) 







1 
j 

gracticum j 35 sh combined 










practicum 1 35 sh combined 




School Media Specialist 
(Ed Comnications] 


Bacc. 




■ 


36 sh combined 


12 sh 


Pemianent 


:, :c. + 30 sh 


1 — _ ^ 


practicum 


36 sh combified 


12 sh 

r 


florth 
Carolina 










combined- -competency-based 




Media Specialist 


Sixth Year 






coinbined-com 


petency-based 




North 
Dakota 


Library only 


Bacc. 


teacher 


classroom teach- 




16 sh minor 




Audiovisual only 


Bacc. 


teacher 


ctassroom teach- 


12 sh c 


ombined 




(continued next page) 















TABLE 3 (Continued) 



STATE 


WHE 0- CERTIFICATE 


DEGREE 


CERTIFICATE 
REQUIRED 


LKPcRIENCh 
(YEARS) 


MBER OF 
HOURS IN 

^"M N T T All 1 

:DUCnIONAL 
MEDIA 


NUMBER OF 
HOURS Ifl 
LIBRARY 
SCIENCE 


NUMBER OF 
HOURS IN 
i RELATED 
AREAS : 


ifortu 
Dakota 


Library/Audiovisual Combination 


Bacc. 


teacher 


classroom teach- 
inq recommended 


10 sh 


16 Sh '. • 


(cont'd) 


H3dia Director 


Masters 


teacher, library/ classroom teach- 
AV combination jing recommended 


12 sh 


Ohio 


Educational Media 


Bacc. 


teacher 


student teaching 
+ practicum 


30 sh combined 






Edycational Media 
Elementary School only 


Bacc. 


el em teacher 




20 sh combined 




Oklahoma 




nasiers 


teacher 


3 years 






' 


Librarian (public school) 
Standard Certificate 


Bacc. 


teacher 


3 years 




18 sh 


, 15sh 






; 1 


18 sh 


12 sh 




Audio Visual Specialist 




leacner 




15 G sh combined 






Bacc. 


teacher 




10 G sh combined 




Temporary 


Bacc. 


tearher 




8 G sh combined 


Oregon 




Bacc. 






21 qh 


; . 


Standard Educatioial Media 


Masters or 
Bacc. + 45 qh 


basic 


2 yrs teaching 




1 
1 

■ "-- ' " t 


Pennsyl- 
vania 


Library Science (K-121 


— . 

Bacc. 


teacher 


practicum in lib- 
rary 4 classroom ^ 






i 
1 

1 




Elementary Library Science (K-8) 


Bacc. 




practicum with 
younj children 






i 




instructional Media Specialist 


Bacc. + 


perm teacher 


I yr: teaching 






i 
1 


Rhode 
Island 


Library Scier.e 
Provisional 


Bacc. 




practice teaching 
(2+ yrs in class- 
room) 




18 sh 


18 sh 


n 

ERIC_ 


Professional . 


Bacc. t 36 sh 
or Masters 




3 yrs library 




24 G sh 


ISGsh 

: 



1 



TABLE 3 (Continued) 





NAME OF CERTIFICATE 


DEGREE 


CERTIFICATE 
REQUIRED 


EXPERIENCE 
(YEARS) 


NUMBER OF 
HOURS IN 
EDUCATIONAL 
MEDIA 


NUMBER OF 
HOURS IN 
- LIBRARY 
SCIENCE 


NUMBER OF | 
HOURS IN 
RELATED ! 
AREAS 




Teaching Librarian 


1 Bacc. 




(Nat'l Tchrs Exani 




18 sh 


13 sh 


School Librarian 


Bacc. 




(Nafl Tchrs Exanj 




24 sh 


18 sh 1 




School Librarian 


Bacc. 


teacher 






major 






School Librarian 


Bacc. 


teacher 






27 qh 






Learning Resources Specialist 

Prnfpcc i-Ona] 


Bac. 


teaCfier 


3 yrs teaching 


9 UG sh, 27 G sh combined 




Endorsement 


Bacc. 


teacher 


practicum 


21 sh combined 1 




Instructional Media 
Basic Professional 


Bacc. 


teacher 








Professional 


Masters or 
55 qh 


teacher 


3 yrs as educator 
incl 1 yr media 


* 


1 \ 
1 




Media General ist 


Masters or 
5th ^ear 


teacher 


3 yrs required, 
teachlngj? referred 


competencies 


: 


1 ihrr^rv SnpriAli^t 




teacher 






competencies + 
15 sh 




Audiovisual Specialist 




teacher 




competencies + 
15 sh 






Media Paraprofessional 


State Board Policy pp. 93-94 










Library Science 






p>^actiCLim 




13 sh 






Library Media Specialist 




teacher 




consortium-based 






School Librarian 






student teaching 




21 sh 


1 




Audio-Visual Director 


Bacc. 


teacher 


3 ^rs teaching 


12 sh 




3 sh 


AV Building Coordinator 


Bacc. 


teacher 




5 sh 






Librarian 




teacher 


student teaching 


22 sh combined 




School Library Supervisor 


Masters + 
3 courses 




5 yrs 1 ibrary 
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TABLF : (Continued) 



m 


mi OF CERTI'ICATE 


;.f .TIFICATE 
DEGREE ■ Oi'iR'-D 


EXPERIEMCE 
(YEARS) 


NUMBER OF 
HOURS IN 
EDUCATIONAL 
MEDIA 


Miiunrn rC 

NUnBcK (jr 
HOURS IN 
LIBRARY 
SCIEfJCE 


RUi^lDtK Ur 
HOURS M 
RELATED 
AREAS 


Wyoming 

1 


Audiovisual 
Initial 


1 . 

Bacc. 


1 yr teaching 
desired 


12 sh 






Standard 




teacher + , 




















Library 






'14 Sh 






Standard j 


teacher + 


; 6sh 






Professional 


Masters with 
50'^ library 
science 













Note; Terminology on the chart is taken directly frcn certification documents published by the states and, as is evident, varies fro. state to state. 

The following abbreviations are used in Table 3: sh - semester hour; gh - quarter hour; Bacc. ■• baccalaureate, bachelors degree, 
A/V - audiovisual; G - graduate; UG - undergraduate. 
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GUIDELINES 

FOR THE CERTIFICATION 
OF PERSONNEL 
IN EDUCATIONAL 

AND TECHNOLOGY 



This appendix presents the background and rationale 
underlying the certification nwdel presented in 
chapter 2. The Competency and Task List, from which 
the current model is derived, is also included. 
These materials were originally published in the 
November 1974 issue of Audiovisual Instruction , 
which is now out of print. The information reprinted 
here is useful for a full understanding of the origin 
and structure of the certification model. 

The Competency and Task List was adapted from the 
Final Report: Jobs in Instructional Media Study by 
Hyer, et al. The list is not intended^^to be all in- 
clusive. Rather, it is representative of the com- 
petencies and tasks associated with the nine functions 
identified in the Silber Domain of Instructional Tech- 
nology Model, as shown in Figure 1 of the articles by 
William C. Prigge (page 29). 

The Worker Instruction Level for each task is in- 
dicated by the number preceding the task statement. 
For the "specialist," levels 5 — 8 are shown. For 
"technicians," levels 3 — 5 are listed. In some in- 
stances, tasks have not been assigned a level because 
the specialist or technician may not be responsible 
for actually performing the activity, but must be 
familiar with it. 
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WILLIAM F. GRADY 
CLARENCE O. BERCESON 



Since AECT's inception as an orga- 
nization, its members have ex- 
pres??ed concern about the preparation 
of new personnel in the field of educa- 
tional communications and tech- 
nology. This concern led to questions 
about preparation programs and it fo- 
cused on the need to identify qualified 
personnel once they started operating 
in schools. 

The intensity of this concern 
prompted AECT President Robert 
Heinich (in December 1971) to ap- 
point two task forces: one to work on 
problems pertaining to certification of 
educational communications and tech- 
nology p>crsonnel, and the oiher to de- 
velop recommendations regarding 
problems in the accreditation of educa- 
tional communications and technology 
preparation programs. Those named 
to work on these two task forces were 
as follows: 

Certification Task Force 
James Brown 

William Grady (Chairman) 

Roland Mergener 
Accreditation Task ^orce 

Clarence Bergeson (Chairrrian) 

Gerald LaMarsh 

William Prigge 
In the execution of their assignments, 
the two task foices conducted an in- 
tensive three-year research and study 
effort. Wnile the two task forces 
worked together on problem areas of 
mutual concern, each pursued its own 
separate and discrete assignmcr^:. 

Review of Literature 

A review of all available literature 
and research findings related to the 
certification of personnel and the ac- 
creditation of programs was made. 
This literature included AECT's 
Guidelines for the Certification of AV 
Personnel; USOE's Jobs in Instruc- 
t:''^nal Media Study; USOE's Curricu- 
lum Guidelines for Library Technical 
Assistants; the Media Guidelines 
Project: AECT s Guidelines for Certi- 



fication of Media Specialists; and 
ALA's School Library Manpower 
Project, including the Behavioral Re- 
quirements Activity Checklist (BR AC) 
publication. Works and publications of 
the former Professional Education of 
MeHia Specialists (PEMS) Commis- 
sion and the current Committee on 
Definition and Terminology were 
used. Also reviewed were applicable 
writings of Hoban, Finn, Heinich, 
Hyer, and Silber. 

Working Sessions 

During the three-year study, the 
two task forces held 1 5 working and 
open hearing sessions involving more 
than 700 educators from public and 
private schools (K-12 and university) 
as well as industry, government, and 
commerce. Ten specific working scs- 
sioiiS were held to plan, to synthesize 
collected data, to review drafts and 
v/orking papers, and to rewrite. These 
working sessions were held in May 
1972 at the National Convention in 
Minneapolis, Minnesota; in October 

1972 in San Jose, California; in Janu- 
ary* 1973 at the Northeast Regional 
Leadership Conference in Newport, 
Rhode Island; in March 1973 in 
Washington, D.C.; in April 1973 at 
the National Convention in Las 
Vegas, Nevada; in October 1973 in 
Kerhonkson, New York; in November 

1973 in Washington D.C.; in January 

1974 in Washington D.C.; in March 
1974 at the National Convention in 
Atlantic City, New Jersey; and in Au- 
gust 1974 in Washington D.C. 

Open Hearings 

Five special open hearing sessions 
designed sp)cctfically to solicit reactions 
and feedback from both selected indi- 
viduals and AECT's membership at 
large were conducted. One of these ses- 
sions was held in San Jose in October 
1972, and was attended by 20 persons 
selected because of their recognized ex- 
pertise in educational media. The at- 
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tcndccs were representatives of educa- 
tional settings ranging from pubHc 
schools (K-12) to colleges and univer- 
sities, along with representatives from 
industry, commerce, and government 
on the west coast. 

A second special session, conducted 
on the cast coast ih NTarch 1974, w2s 
attended by 40 persons. The selection 
of these individuals was based on their 
recognized expertise in the field, the 
educational setting in which they were 
currently employed, and the gco-. 
graphic location of their place of em- 
ployment. Spnccial effort was made to 
obtain a group broadly representing 
the total membership of AECT. Th ree 
weeks before the meeting those to at- 
tend received working drafts of the 
guideline documents for their critical 
review and analysis. They then met in 

an all-day Siitiirday seminar in Atlan- 
tic City. 

Three sessions to solicit feedback- 
and reactions from ihf membership at 
large were (ondurted- The first was 
held at the Northeast Regional Lead- 
ership C'.onfercnrc in January 1973 in 
Newport, Rhode Island, with 80 per- 
.sons in attc-ndancc. The sccV)nd was 
held at the National (Convention in 
April 1073 in Las Vccas, with 240 
persons in attendance. 'V\iC third and 
•final meeiini:j was held at the National 
C^o ivehtion ii: Mart h 1974 in Atlantic 
C.'it\, with 32f) persons in attcndaiuc. 

Written Responses 

Additional feedhacV and reactions 
were forthcoming as a result of action 
taken by the Board of Directors at tiie 
(lonvention in Las \'c£;as. An interim 
report was made, and it was accepted 
bv the Board with the dirct tive to c on- 
tinue the task forces for another year. 
This report was subsequently pub- 
lished in the Mav 10"3 issue of A VI, 
and written responses were received by 
the respective chairmen of the two^ 
Task Forces. 
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Continuinj^ Cpticerns 

Three documents were developed by 
the tv\-o task ft^rce.s as a result of these 
deliberations. Joint -fielilxrrations rc- 
suUed in the development of a u,sabie 
frame of reference. (See page 28 ) This 
framework pnnidcd a base for each of 
the task forces as ihey formed guide- 
lines for the certific ition^of personnel 
by state departments of education (see 
page 35 ). 

The task forces did not determine 
that the acceptance of these. guidelines 
would satisfy all of AECT's concerns 
in the areas of certification and accred- 
itation. Rather, it was felt that ongoing 
study and effort was needed. 

The (iertification Task Force saw a 
need to monitor the effect guidelines 
would have on the field and the impact 
future changes in the field might have 
on Certification Ciuidelines. Several 
areas of certification had to he *eft un.- 
resolved. Among these were the certifi- 
cation of personnel from two-year col- 
lege programs, , the certification of 
aides, and the question of whether or 
not there is a role for technicians in thq 
instructional program development 
area. Finally, but certainly of major 
importance, the Certification Task 
Force voiced a need for future efforts at 
implementing these guidelines at the 
state department of education level 
throughout the country. 

The Accreditation Task Force also 
felt a concer;:! about the impact A< cred- 
ita'ion Cruidelines might have in the 
field, and therefore saw a need to 
monitor the use and the usefulness of 
such guidelines. One area of accredita- 
tion requires further study. Two-vear 
programs arc developing in many 
community (ollcges and other higher 
educational institutious. Fhc possi- 
bility for accreditation of such pro- 
grams needs investigation, and appro- 
priate recommendations abou; such 
programs ought to be developed. Fi- 
nally, the application of guidelines to 
advanced higher education programs. 

/ 
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and the use of a frame of reference such 
as tha» presented here highlight tlie 
possibilities of a guide to curricular de- 
velopment in the field of educational 
communications and technology. Fu- 
ture development of such a guide was 
recoijimcndcd and approved b)" the 
Board of Directors. 

The products of the two task forces 
arc presented in the following sections. 
The frame' of reference is explained in 
detail Cruidelines for Certification are 
then presented, followed by .A.ccredita- 
tion Guidelines for Advanced Pro- 
grams in Educational ("ommunica- 
Uons and Technology. Finally, a list of 
competencies and tasks appropriate to 
the areas and levels of responsibility in 
this field are provided. 

William F. Orady is chairman. Dim- 
sion of Educational Communications , 
College of Educati'in. Temple I'mcer- 
• sity, Philadelphia^ Penna. Clarence 
O, Ber^esof7 is professor of Educa- 
tional Communications, State I'niver- 
sity of Xew York ct Albany, 
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What IS the field of edutv/ional 
. communicaiiv>;»s and tech- 
nology? What do workers in the field 
do? What tasks art- perf(irmed? Flow 
should workers for the field t>e pre- 
pared? Should these workers \yc terti- 
fied? How? How does one judge the 
adequacy of the preparation pro- 
grams? These and similar questions 
have been the topic f>f discussion for 
the last 20 years by members of 
AECT. 

In DecemlKT I ^>7 1 , ihen AF.CT 
President Robert Heinirh appointed 
two task forces — a Task Force on Cler- 
tifiration and a Task Force on Accred- 
itation. These task forces were charged 
to develop basic guidelines for the cer- 
tification of educational communica- 
tions and technology personnel, and to 
develop guidelines ffjr the accreditation 
of programs for the preparation of 
such personnel. 

It became immediately apparent to 
'.he members of the task forces that be- 
fore they could develop such guidelines 
a basic frame of reference, or rationale, 
had to be established. What follows is 
the fr\me of reference developed by the 
two task forces- 

»■ 

What is the field of educational 
communications and technology? 

The Committee on Definition and 
Terminology, in the Octotjer 1^72 is- 
sue of ^^^A presented a detailed defini- 
tion of the field. This definition, in 
turn, was based on the writings of 
Finn, Hoban. Heinich. Silbcr. and 
others. Because the SiH)er model, as 
shown in his May 1071 article in A ^7. 
is a simplified, graphic illustration of 
the more detailed committee report, it 
is used here as the definition of the 
field of educational communicatrtins 
and technology. This model is shown 
in Figure 1. The definitions of the ele- 
ments of the model are shown in the 
Table of Function Definitions. 



How are jobs in the field of in- 
structional technology per- 
formed? 

Two major studies, the Jobs m In^ 
structional Media Study (JIMS), and 
the Library Manpower Study, have 
attended to this question. !n order to 
look at media jobs, as they are per- 
formed, the JIMS examined two ma- 
jor aspects simultaneously— u-'/ia/ thr 
ujorker does and vhat j^cts done. 

The Domain of Instructional Tech- 
nology, shown in Figure i. vas used 
by JIMS as a way of looking ai ur^hat 
gets done in the field. The technique of 
Functional Joli .\iialysis (FJ.\).was 
adopted to study v^hci the worker 
does. Of primary interest to this frame 
of reference is the Scale of Worker In- 
structions (WI) as shown on page 32. 

JIMS decided that it was logical to 
classify personnel into three levels 
which they labeled as Entry, Middle, 
and .'\dvanred. Orit^inally the three 
levels were lat>eled as Aide. Techni- 
cian, and Specialist. This was consist- 
ent with job classifications in the field. 
However, there was and some con- 
fusion as to the meaning •>f *'iechni- 
cian". r'or purposes of this discussion, 
'technician*' refers to middle-level 
personnel (WI 3-3)*. and not to a 
highly skilled person such as a broad- 
cast engineer, graphic designer, rjne- 
mapholographer, or television pro- 
ducer-director. 

To further clarify the situation, the 
followinL, definitions from the JIMS 
arc presented: 

EN'TR\": (Aide) (WI 1-3) 
Fin try Level personnel have specific 
instructions abf>ut the tasks they 
perform. The task may Ix^ only part 
of a process, the other parts of whi< L 
the. worker <annot or does not con- 
trol. Entry Level personnel can be 
trained for a task in" a relativelv 
short period of time, since almost ev- 
erything thcv need to know is <on- 



refers to ScaU of Worker Instructions as shown in tLe table nti pas^e 32 
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tained in thr task. They arc not re- 
quired to solve problems exterii;ii to 
the task. If something happens 
which is not covered by the instruc- 
tions, the Entry Level worker asks 
for help and cannot be held respon- 
sible for solving the problem. 
MIT>DLE: (TechnicianX(\VI 3-3) 
Middle Level personnel have in- 
struct ion^ which deal more with a 
cluster of tasks leacfing to a specified 
output or outcome. They have a 
broader view of the situation and 
are expected to generalize more 
from task to task than personnel at 
the Entrv Level. The Middle Level 
worker is responsible for the prod- 
uct as long as all of the routines nec- 
essary to reach the output have been 



specified and made available to him. 
ADVANCED: (Specialist) (WI 5- 
8) 

Advanced Level personnel do not 
have tasks specified. They are re- 



sponsible Jo- solving a general prob- 
lem and must determine what the 
product should be as well as how to 
achieve it. Having defined the goals, 
they are often forced to develop the 
routines of tasks necessary to 
achieve the goals. They deal with a 
broad process approach. 
After careful study of the preceding 
definitions, it l)ecomes apparent thai 
the various functions, as shown in Fig- 
ure 1, can be clustered into three major 
areas of responsibility. These are: me- 
dia management, media product devel- 
opment, and instructional program de- 
velopment. Also three levels of 
complexity, based on the definitions 
used, can be identified as aide, techni- 
cian, and specialist 

What competencies should work- 
ers in the field of educational com- 
munications and technology pos- 
sess? 

A number of publications have at- 
tempted to answer this question. The 
AECT Guidelines for Certification of 
Media Specialists, the Jobs in Instruc- 
tional Media Study (including tasks 
from the Media Guidelines Project), 
the .School Library Manpower 
Project, the Behavioral Requirements 
Activities Checklist, and the USOE 
curriculum guidelines fo^ Library 
Technical Assistants all present lists of 
competencies and lists of tasks per- 
formed by media personnel. None c»f 
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TABLE OF FUNCTION DEFINiTiONS 



LEAEHING eESOURCE OEVflOPMENT FUNCTtOHS 'LROF 

Functions which hove as their purpose the opplicotion of leormng Ke$ources<LK' to solve instructiono' problems. 



FUHCTIOH 


DEFINITION 


EXAMPLES 


Keseorch 
Purpose 


To generote cad test knowledge i theory ond reseorch method- 
ology' '0 Us ond to leorners. 


To conceptuoliZe 'heorerico! models. 
To conduct reseorch proiects. 
To onolyze research dota. 


Outcome: 


Krow!-»o-e which con ocf os on input to the other funcrions. 


To generote new idefl5. 
To run rcolity test of mode!. 
To test hypothesis. 


Activity: 


Seeking Informotion. reodinjit, onolyzing it. testing it. 
QHolyzing test results. 


Rec^ proposol. 

Compores model with knuwn doto. 
Formuiotes specific hypotheses. 


Desiqn 
Purpose: 


To trgnslote generol tfieoreticol knowledge into soetific 
U specificotiorrs. 


To design programed instruction motenols. 

To develop instructionGi pockoges fcr ;ndiv:duoli;ed instruction 

To design equipment^jystems. 


OuTccne: 


Speci'uotions for production cf LRs. regordless p\ form. 


To write general obiectives. ^ 

To determine medio. 

To describe techmcol systems. 


'ctivi:y; 


Anolyzing, synthesizing, ond writing objectives. Icorner 
chorocteristKs, tosk onolys-s, leorning conditions, instructionol 
events, medio specificotions. 


Anolyzes objectives. 

Synthesizes objectives/sequence content medio 
Arranges materials m sequence. 


Production 
Purpose: 


To tronsbte LR specifications into specific, concrete LKs, 


To produce oudiotopes. 

To produce/direct motion picture. 

To write computer progroms for computer-ossjsted m$Jru(tJon. 


Oufcome: 


Specific products in the form of prototypes, finol versions. 
Of moss-produced versions. 


To moke ^.lides into funftstrips. 
Tc decide on music/ sound effects, 
Tc motch oudio ond visuals. 


Act!vity: 


Operoting production equipment, drowing, loying oi't, writing, 
building produrts. 


Mixes norrotion tope and sound. 
Sequenies slides using viewer 
Operotes motion picture comero. 


Evoiuot^on & 
Selection 
Purpose: 


To ossess ccceptobility ol produced LRs jn ?erms of criteno set 
by other functions, and to develop models for this assessment. 


To pilot test prototype instructionol motenols. 
To preview ORd select instructionol motenols. 
To develop evoluation models ond techniques. 


Outcome 


Hvoluotion for design: effectiveness of LRs rn meeting ob{ectives. 
Evoluation for production: occeptobility of LRs in meeting 
production standords. Evoluotion for monogement: occeptobiitty 
of IKs for purchose, Evoluotion for utilization; occeptobility of 
IRs for meeting user objectives. Evoluotion for evoluotion: 
evoluation models. 


To identify problems with motenols. 
To identify obiectives not met. 
To insure quality sound. 


AcMvity: 


Analyzing quolity in terms of stondords. 


Observes students using motenols. 
Anolyzes possible uses of motenols. 
Compores doto ond obfectives. 


Support & 
Supply 
Purpose 

1 


To mcke IRs ovoiloble for other functions. 


To hove equipment reody os needed. 
To provide delivery service. 
To cotclog motenols. 



FUNGION 


DmNITlON 


EXAMPLES 


Ouicome: 


Ordered, stored, classified, cctologed. ussftmbled, scheduled, 
distributed, opercted, mointoioed, and repaired LSs. 


To cross-index moterials. 
lO locate maTeriais lor aeiivery. 
To maintain repair history. 
To repoir filmstrip projector. 


Activity: 


/1rn*rtnn ctnrtnd /tnccifwtnn rn^nlnninfl nCCAmKlinn 

'jiuciing, >iQriny, (iu>>iiyiny, lOioioyiiiy, u>>oiiiuuiiij, 
scheduling, distributing, operating, mointoining, repairing iRs. 


Threods movie projector. 
Assigns code from accession list. 
Plans new scheduling system. 


Utilirotion 


Ta hrinn \mnmmrc intn rnntnrt tMhatk<ip fnr^iflt Ar infrtrrTWll 

i V Dm nQ )Ournvr> ]nio iui«iuii,wnciiiC[ ioi«4iu(vi niiu'iinii. 

With LR$. 


To he!p student use learning activity. 

To monitor individualized ond self instruction. 

To help student select learning octivitie^ ond to meet ob|ectives. 


0*1 ■ tr f 1 111 ■ 


CnrtlifnfiAn nnA A<(#«ftw(nf of cfnHant Iparninfl 


To unolyze student learning style. 

To present informotion. 

To encourage interest in learning octivity. 


Activity: 


Assigning, preparing learner for, presenting, assisting, and 
following up Us. 


Discusses with student. 
Compares activities/leorning style. 
Comperes pre- and post-tests. 


Utilizohcn— 
Disstfminotion 

Purpose: 


1o bring leorners inio contact, whether Icrmol or informal, with 
informoticn about instructional technology. 


Ta rAAdilt An ^n^Mntn ttCm rt^n HaCI#1a 

\v iun>uii on iucu*Q u>e uno Qe>ign. 

To mcintoin professional status in the field. 

To explain individualized instruction project to visitors. 


Outcoine: 


Diss^nii nation of inforn^otion about instructionol technology. 


T n nnCtM0r mixt.nnc nnnnf nrrtiMrf 

lU UII>W6l UUC>IIUII> UwUUI piVICkl. 

To leorn issues/ new knowledge. 
To demonstrate Super 8 operotion. 


Activity: 


Tnirinn in nnri rivinf*mit infArmnTinn nhniif in^TrurMnnoi 

lUKIily '.If UIIU CI rlllu UUI IIM VI 1 IIIJI lU II UUUUI III X ) Ukl 1 w iivi 

technology. 


Demonstrates movie projector operation. 

Oiscusses with teacher. 

Defines medio services ovailcble. 


LcARNING RESCUKCtS MANAGL 
Functions which hove o^ their p 
operation. 


MENT FUNCTIONS iLRMF^ 

jfpose the guiding, focllitoting, or controlling of the Learning Resource 
DEFINITION 


s Developnent Functions ILRDF o: of other LRMFs to ensure their effective 
EXAMPLES 


Orgonizctior 
Monaoement 

Purpose: 


To determine, modify, or execute the nbjectives, philosophy, 
policy. Structure, budget, internal ond externol relationships 
and odministrative procedures of on organization performing 
one or several of the LSDFs or the LRMFs. 


To administer/direct project. 

To mnn'Tnr flnH rhnnop no^roTiQn sf (enfer 
To provide secretorial services in AY center. 


Outcome: 


Policy^ budget, plons. coordinated activities, administrative 
operations. 


To prepore repoir list, 

To identify orgonuotion needs. 

To ascer:ain jobs to be done. 


Activity: 


n^fimnn wriTtnn flnH rnrrvino 6uT ftrOCPdurSS leodino tO 

the outcomes. 


Reviews purchose orders. 
Designs new organizotional mode!. 
Analyzes problems in ptoiect. 


personnel 
Monoqement 

Purpose: 


To interact with and/ or to supervise the people who perform 
the functions. 


Tn ctinAruiCA narcnnnul *ft flrnnhirc unit 

10 aupcrvias pciaUMiici in jjiupnikY uiiii. 

To improve communications between technicians and ortists. 
Tp staff projects. 


Outcome: 


Interpersonal interaction, discussion. Supervision, 
employment, and personal development. 


10 cVCiuuTC WDiK pcriuinicij. 

To encourage discussion. 
To call repotrmoR. 


Activity: 


Oi>cussiri$ with and speaking to other people. 


Negotiates with personnel deportment. 
Questions cppliconts. 
Tolks with new employees. 
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SCALE OF WORKER INSTRUCTIONS 



!.EVEl DEFINITION 









1 


Inputs, oulputs, Tools, equipmcnl, and procedures arc all specified. AJmosf everything the worker needs To know is contained m hrs 
ossignment. He is supposed to tu''n out o specified oirount of work or a standard number of units per hour or day. 


■< 






2 


inputs, outputs, tods, and equipmem ore all specified, but the worker has some leewoy in the procedures and methods he con use 
to get the job don«. Almost oil the informaticn he needs is in his assignment. His production is measured on o daily or weekly basis. 






r 


3 


inputs and outputs are specified, but the worker has considerabie freedom as to procedures and timing, including the use of tools 
and equipment. He hos to refer to several standord sources for informotion (handbooks, cotologs, woli chorfsi. Time to complete o 
particular product or service is specified, but ?his vanes up to several hours. 




4 


Output (product or service), is specified in the assignment, which may be in the form of c memorandum or o schemctic sketch or 
blueprint). The worker must work out his own ways of getting the job done, including selection of tools and equipment, sequence 
of operations (tasks), and obtaining important informotion ihondbooks, etc.'. He moy either carry out work himself or set up ston- 
dords ond procedures for others. 




r 




5 


Some OS (4) obove, bur in addition the worker is expected to knowiind employ theory so That he understands rne whys and wLere- 
fores of the various options that ore available for dealing with o problem and con independently select from among ;htm. He may 
hove to do some reodirty m the professional and/ or trade literoture in order to goin this understanding. 


< 






6 


Various possible outputs ore described that con meet stated technical or administrative needs. The worker must invesiigote the 
various possible outputs and evoluotz them in rego'd to performance chorocteristics end input demands. This usuoll/ requires hts 
erectile use of theory well beyond referring to storidord sources. There is no specification of inputs, methods, sequences, sources, 
or the like. 








7 


There is sonie question as to whot the need or proDiem reolly is or what directions s'lould be pursued in solving it. In order to define 
it, vontrol and explore the behovior of the voriobles, ond formulate possible outputs ond their performonce chorocteristics. the 
worker must consul? largely unspecified sources of information, and devise investigotions, surveys, or doto onolysis studies. 








8 


Informotion ond/or direction comes to the worker in terms of needs (tactical, orgonizotionol, strotegic, finoncioh. He must coll for 
staff reports ond recommendations concerning methods of dealing with them. He coordinates both orgonizationoi ond technical 
data in order to moke decisions and determinations regarding courses of oction (outputsi. for majar sections 'divisions, groups , of 
his organization. 
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these, however, attempts to classify the 
competencies and tasks by the area of 
responsibility anci level of difficulty. 

The members of the Task Forres on 
Accreditation and Certification did 
classify each competency by area of re- 
sponsibility. For the first time, as a re- 
sult of this procedure, a profile can be 
drawn for each area of responsibility 
at each level of difficulty. Profiles for 
**aidcs*' are not presented at this time. 
To funher cL'^rify the profiles, a list of 
competencies can be found in Appen- 
dix page 35 
Q I task force tabulations showed 

ERIC 



thai in the area ol medt^ management, 
primary competencies for the spec ialist 
level should be in the functions of orga- 
nization management, personnel man- 
agement, and in utilization-dissemina- 
tion: and secondary comp>e!encies in 
the functions of research &: theory , de- 
sign, production, evaluation & selec- 
tion, support & supply, and utiliza- 
tion. This is visualized in Figure 3. 

In the area of media management at 
the technician level, primary com- 
petencies should be in the functions of 
organization management, and sup- 
port & supply. Secondary com- 

32 "13 



petencies are in the functions of per- 
sonnel manat^emcni. utilization 
dissemination evaluation & selection 
research & theory, and utilization. 
(See Figure 4.) 

In the area of media product devel- 
opment, primary competencies for the 
specialist level should be in desii^n and 
production; and secondary com- 
petencies should be in the areas of re- 
search & theory, utilization dissemi- 
nation, and personnel management. 
(See Figure 5.) 

For the ar i of media product devel- 
opment at t:.:' lechniciar level, the pri- 
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COMPETENCIES OF SPECIALISTS 
IN MEDIA PRODUCT DEVELOPMENT 
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COMPETENCIES OF TECHNICIANS 
IN MEDIA MANAGEMENT 
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COMPETENCIES OF TECHNICIANS 
IN MEDIA PRODUCT DEVELOPMENT 
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COMPETENCIES OF SPECIALISTS 
IN INSTRUCTIONAL PROGRAM DEVELOPMENT 
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rn;»ry comprirn^-ics .irr in rhv furM tion 
of product i(^p.. and the scomdarv ( uni- 
pcirnt ics arr in evaluation scU'ciion 
and f>r«iani/auon m«ina5irnicnl. iScr 
Figure 6. ^ 

In the .irr.i of in^^i rueiional program 
development, prini.irv ( ompeieru ifs at 
the specialist level should he in rh.- 
areas of desis^n. ullli/<ilif)n dissemina- 
tion, rcseanh & theorv. ,.nd uiiii/a- 
tion, with se(<)ndarv rompeieneies in 
the areas of evaluation *S: selection, or- 
ganization management, and produc- 
tion. (Sec Figure ) 

In the area of instruelionai proj^ram 
development at the technician level, 
the data showed only a few scattered 
competencies across many of the func- 
tions. It is. therefore, questionable if 
technicians can be in the area of in- 
structional proe;ram development. (See 
Figure 8.) 

The frame of reference developed 
above can be summarized as follows: 
-^-^^^rhe field of instructional tech- 
~^J^i^ iologv can be defined as, ''(\) 
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the organization and (2) the ap- 
plication of (3) resources — men, 
materials, ideas, procedures — in 
a systematic manner in order to 
solve instructional problems/' 
(Hyer 1971, p 44.) 
Workers in the field of educa- 
tional communications and tech- 
nology assume resp>onsibilities in 
three major areas, namely media 
management, media product de- 
velopment, and instructional 
program development. 
Workers in the field of educa- 
tional communications and tech- 
nology' can be classified as aides, 
technicians, or specialists, de- 
pending upon the level of com- 
plexity of the tasks which thcv 
perform. 

Identifiable competencies and 
tasks can be clustered according 
to the nine functions of the 
D.I.T. model and bv their com- 
plexity as judged by the Scale of 
Worker Instructions. 



Based on the definition of the field 
presented above, based on the concept 
of three major areas of responsibility, 
and based on the clustering of tasks 
and competencies associated with ihc 
nine functions of the D.I.T. model, the 
Task Forces developed guidelines for a 
competency-based certification pro- 
gram and developed guidelines for the 
accreditation of programs for the prep- 
aration of educational communications 
and technology personnel. These 
guidelines are presented on the follow- 
ing pages. 

Reference 

Myer, .-Vnna L., ef al. Final Report. 
Jobs in instructional mt'dta sludw 
(L'SOE Project Xo. 8.0688. (;ran» 
No. OE( ^n-8-()S( )688-44<)4 (083)) 
Washington, 0.(1.; Division of Edu- 
cational Technologv. National Edu- 
cation Association. 197]. 
William C. Prii^i^e is dean. Instruc- 
tional Improremeut & Deliirrw 
Madison College* Harrison hur:^. l a. 
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MAJOR AREAS OF CERTIFICATION 
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The three major areas of responsi- 
bility personnel in educational 
comniunications and technology arc: 

• media management 

^ media product development 

• instructional pro^^ram dcvel- 
' opment 

Within each area of responsibility 
there are two levels of compiexity — 
technician and specialist — and certifi- 
cates mav be issued on each lc\cl in 
each area. 

The figure illustrates the relation- 
ship between the major areas of re- 
sponsibility and the two levels of com- 
plexity. Th is interrelationsh ip 
indicates six areas in which certifica- 
tion may be developed. Within each 
major area of responsibility, and on 
each level of complcxiiy, there are nine 
Functions: 

1. organization manas;cmcnt 

2. personnel management 

3. research & theory 

4. design 

5. production 

6. evaluation & selection* 

7. support «& supply 

8. utilization 

9. utilization /disseminal uyn 
Within each <jf these nine functions, 
competencies tasks exist on twf) lev- 
els — te(hnician and specialist- For a 
list of these competencies tasks and 
their levels of complexit\' see Appendix 
page 36 

Media Manaeement — Technician 

A candidate seeking certific^ition on 
the technician level in media mana^e- 
mt-nt should present the following: 

A. ('ompetency: page 62 

B. Degree: Associate Degree. 

C. Experience: Three semester 
hours of supervised practicum. 
or internship, or field experi- 
ence, or six months of work ex- 
perience in the field. 

Media Management — Specialist 

A candidate seeking certification on 
the specialist level in media manage- 



ment should present the following: 

A. Competency: page 36 

B. Degree: Baccalaureate, and cer- 
tification as a teacher 

C. Experience: Two vears of expe- 
rience as an educator. 

Media Product Development — 
Technician 

A candidate seeking certification on 
the technician level in media product 
development should present the fol- 
lowing: 

A. (^ompetencv: page 70 

B. Degree: Associate Degree 

C- Experience: Three semester 
hours of supervised practicum, 
or internship, or field experi- 
ence, or six months of work ex- 
perience in the field. 

Media Product Development — 
Specialist 

A candidate seeking certification on 
the specialist level in media product 
development should present the fol- 
lowing: 

A. Competency: page 45 

B. Degree: Master's, and certifica- 
tion as a teacher. 

C). Exp)erience: Two years of expe- 
rience in media product man- 
agement. 

Instructional Program Devel- 
opment — Technician 

No certificate currently available for 
the technician level in this area. 

Instructional Program Devel- 
opment — Specialist 

A candidate seeking certification on 
ihc specialist level in instructional pro' 
gram development should present the 
following: 

A. C'ompetency: page Si 

B. Degree: Doctorate, and certifica- 
tion as a teacher. 

C. Experience: Three years cla.ss- 
room teaching experience: two 
years experience in instructional 
program development. 



35 



COMPETENCIES 
FOR SPECIALISTS 
IN 

MEDIA MANAGEMENT 

ORGANIZATION MANAGEMENT FUNCTION. 
TO SET GOALS/POLICY OF TRAINING CENTER 

7 Designs organizational rationale to jmprove organization 

7 Writes supporting paper to describe organszationa! rationale 

6 Serves on committee to improve organization 

6 Conducts staff meetings to work on long-range goals 

6 Destgns long-range plans to ant»cipate future growth 

5 Desfgns conference tc inform management of c langes 

5 Conducts briefing :o mform management of changes 

6 Develops conceptual modeJ to design basic instructor course 

7 Develops conceptual modei to communicate complex 
concepts 

6 Works with staff on projects to crossfeaihze work 

TO ORGANIZE AND REORGANIZE ORGANIZATION 
STRUCTURE TO MEE"^ GOALS 

7 Reads organization charter to identify organization goals 
7 Translates goals to identify broad objectives 

6 Speaks to colleagues to evaluate broad objectives 

7 Writes paper to identify new broad objectives 

6 Translates objectives to formulate organization functions 
6 Confers with colleagues to evaluate appropriateness of 
functions 

5 Analyzes relations between functions lo develop functional 
matrix 

6 Confers with coileagues to evaluate mctusiveness of matrix 
6 Writes paper to revtse functional matrix 

6 Translates functional matrix to identtfv needed structures 

6 Analyzes current structures to compare with needed structures 

6 Analyzes current structures to determine weaknesses 

7 Formulates organizational strategies to overcome weaknesses 
6 Translates strategies to define new structures/ operations 

6 Analyzes new structures/operations to determine if they 

facilitate functions 
6 Translates new structures/operation to formulate new 

structure matrix 
6 Analyzes budget to determine structure constraints 
6 Analyzes facilities to determine structure constraints 
6 Analyzes staff interests to determine structure constraints 
6 Rewrites matrix to include consiramts 

6 Compares structure & function matrices to evaluate structure 
matrix 

5 Confers with colleagues to evaluate structure matrix 

6 Writes paper to revise structure matrix 

6 Reads matrix to define relations between dimensions 

5 Analyzes relations and functions to define duties of personnel 

6 Analyzes relations and functions to define interaction ot 
personnel 

6 Analyzes relations and functions to define lines of 

communication 
6 Writes paper to explain new structure 
5 Confers with colleagues to evaluate new structure 
5 Listens to feedback to revise structure 
5 Rewiites paper to revise structure 
5 Sel<*cts personnel to fill key positions m structure 
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TO PLAN tMC OPERATiONS FOR COMING YEAR 

Analyzes service requests to identify service needs 

Calls departments to clarify service needs 

Writes memo to depaaments to clarify service needs 

Analyzes service needs to Propose new service operation 

Discusses with deranments to propose new service operation 

TO COORDINATE FACILITIES PLANNING 

Counts number of staff members to aSi enam facilities ne^ds 
Analyzes number and type activities to ascenam facilittes 
needs 

Reads floor plan to examine current facilities 
Reads budget to discover fiscal resources 
5 Examines work of organization to identify how foCihtres can 
help 

5 Examines staff communication/ interaction lo identify how 
facilities can help 

6 Synthesizes factors to develop facilities use plan 

6 Negotiates with planners to obtain needed space on campus 
6 Analyzes on-campus space obtained to ascertain need for 
additional space 

5 Speakf, to realtors to seek additional space off campus 

6 Examines facilitiesymoney ratio to select best facilities 

6 Analyzes on-^off -campus space to ascertain need for addnionaf 
space 

6 Translates need for additional space to decide to butid own 
facilities 

5 Writes notice to pubhctze decision to build 

5 Listens to architects who call to evaluate architects' ideas 

5 Selects three architects to discuss facilities m depth 

5 Speaks to architects m perso.i to explain facilities needs 

5 Listens to architects to evaluate proposed designs 

6 Selects best general Plan to hire architect 

5 Explains work of organization to grve architect design 
specifications 

5 Explains how facilities aid work to give architect design 
specifications 

5 Explains communicatiOHMnteraction needs to give architect 

design specifications 
5 Explains special needs of staff to give architect design 

specifications 

5 Explains financial constraints to give architect design 
specifications 

5 Persuades architect to meet staff to ensure staff input 
5 Reads architect's plans to evaluate proposed facility design 
5 Compares plans and needs to evaluate proposed facility design 
5 Discusses plans with architect to suggest revisions m plans 
5 Reads revised plans to re-evaluate proposed design 

5 Compares revised plans and needs to re-evaluate proposed 
design 

6 Reads final plans to approve proposed facility design 

5 Reads architect's budget to ascertain proposed cost 

6 Negotiates with architect to obtain lower cost 

6 Negotiates with chancellor to obtain approval for facilities 
5 Analyzes o;gan{zation activities to ascertain equipment needs 
5 Listens to staff to ascertain equipment needs 

Reads current equipment inventory to ideniify equipment on 

hand 

5 Compares equipment on hand and needs to identify equipment 
10 be bought 

5 Reads equipment order to approve for purchase 

TG PLAN PROGRAMS/PROJECTS 

5 Reads project reports to identify current work 
5 Discusses proiects 'money with staff to identify future 
priorities 

5 Speaks to staff identify project interests 
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5 Speaks to colleagues to become involved in new ventures 

6 Compares interests with Organization philosophy to ensure 
compatibility 

5 Reads newsletters, financial statements, to identify possible 
funding sources 

6 Synthesizes discussion to propose department programs/ 
proiects 

6 Writes paper to present department programs/projects 

5 Talks with staff to evdiuate programs/proiects paper 

6 Identifies constraints on programs to decide on program 
feasibility 

6 Selects programs/proiects for department to plan work for year 

TO INITIATE AGENCY-FUNDED PROJECT 

5 Reads assigned outline to clarify genercl idea of project 
5 Asks questions to clarify general idea of project 

Writes to agency to reque<;i guidelines for proposal 
5 Reads previous proposals lo obtain background information 

5 Analyzes proposal guideimes to write text of proposal 

6 Writes draft proposal to request agency funds 

6 Rewrites proposal to align with organization interest 
5 Analyzes staff needs to determine staff salary needs 
Analyzes pay schedules to compute staff budget 

5 identifies appropriate staff to staff proposed program 
Assesses equipment needs to compute equipment budget 
Assesses materials needs to compute materials budget 
Operates adding machine to compute tota! budget 
Submits proposal to contracts office to acquire overhead 
figures 

Writes up budget to support proposal 

Circulates proposal to acquire appropriate signatures 

Submits proposal to administration to approve for submission 

6 Discusses with agency personnel to negotiate details of 
changes 

5 Wr;tes brochure to describe proposed program 

TO FORMULATE POLICY FOR PROCEDURc & EQUIPMENT 
CHANGES IN CENTER 

6 Analyzes budget commitment to determine cost constraints 
6 Analyzes program comm>tment to determine program 

constraints 

6 Analyzes usage projects :o determine AV service needs 
6 Analyzes past performance to determine revisions needed 
6 Weighs all constraints to formulate plan 
6 Recommends procedure changes to meet new policy 
6 Recommends equipment changes to meet new policy 

TO MONITOR AND CHANGE OPERATION OF CENTER 

5 Discusses with course writers to increase course illustrations 

5 Reads work plans to inform of work in progress 

6 Identifies areas of *:VOrk to anticipate develoPf^ents 

7 Conceptualizes plans to anticipate developments 

6 Researches electronic illustrat r.g to coordinate productir "i unit 
6 Designs long-range plans to coordinate production uml 
6 Proposes information gathering to provide models for 
management 

5 Discusses with technical experts to design new organizational 
model 

6 Designs new organizational model to improve organization 
6 Persuades management to hire addit;onal personnel 

Makes tield trips to observe new hai-dwane^systems 

5 Evaluates nuw equipment to assess compatibility 

6 Persuades management to purchase new hardware 

6 Evaluates organizational structure to determine need for new 
mode! 



TO IMPROVE COMMUNICATIONS IN CENTER 

5 Designs format to standardize publications 

5 Proposes new documentation to improve research library 

5 Develops new procedures to route information 

TO ADMINISTER TRAINING CENTER 

5 Assesses expenditures to write financial plan 
5 Justifies expenditures to acquire funds for operation 
5 Assesses cost benefits of training to inform management 
5 Writes memos to management to acquire funds for operation 
5 Negotiates with management to acquire funds for operation 
5 Negotiates with management to institute open purchase 
account - 

5 Listens to staff discuss problems to resolve organizational 
problems 

5 Asks questions of staff to resolve organizational problems 
5 Makes decision on aciion to resolve organizational problems 

5 Assesses draft training materials to make production decision 
Routes incoming correspondence to assign for acf.on 
Reviews purchase orders to approve for purchase 

Reviews bills to certify for payment 

6 Conducts staff meetings to transmit information to staff 

TO ADMINISTER/DIRECT PROJECT 

7 Conceptualizes idea for project to meet program goals 
5 Rereads contract to define desired outcomes 

5 Analyzes goals of project to define needed activities/products 
5 Spi3aks to technical workers to ascertain amount of time 
needed 

5 Speaks to technical workers to ascertain jobs to be done 
5 Speaks to technical workers to ascertain workers needed 

5 Assesses cost restraints to determine limits of project 

6 Writes tentative work plan to design project 
6 Assigns staff to project to meet goals 

5 Analyzes relations of activities to develop PERT schedule 
5 Analyzes time for each activity to develop PERT schedule 
5 Analyzes project limits to develop PERT schedule 
5 Assigns ccmplenon dates to design prO;ect deadlines 

Writes chart to formalize PERT schedule 
5 Speaks to technical workers to explain PERT chart 

Speaks to technical workers to inform of deadlines 
5 Speaks to technical wO'-kers to review progress periodically 
5 Observes staff wOrk/products to evaluate work performed 
5 Listens to outside input to improve product 
5 Reviews work in progress to keep self informed 
5 Discusses with staff to solve problems re product 

5 Compares product/activities with goals to evaluate project 
performance 

6 Analyzes problems m project to plan changes m project 
direction 

6 Makes decision to terminate project to minimize wasted effort 
5 Revievt/s project progress to present report to management/ 
customer 

5 Translates technical language to describe project to 

management/customer 
5 Speaks to management and customer to present project 

progress 

5 Writes report on project to present progress to management/ 
customer 

5 Compares product/activity with goals to assure quality of 
work 

5 Compares product/acNvity with goals to suggest 
improvements 

5 Writes final report on project to disseminate findmgs 
5 Edits report on project to dis£^ minate findings 
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TO ADMINISTER TRAINING COURSE 

Writes announcements to publicrze course 
Schedules classrooms to reserve for course 
Identrfies teaching persorvnei to assign to course 
Discusses with teaching personnel to clarify teaching 
assignments 

5 Evaluates teaching to assess work of teaching personnel 
Discusses with teaching personnel to evaluate success of 
course 

TO DEVELOP MODEL FOR ECONOMIC ANALYSIS OF 

tra)n:ng 

6 Researches approaches to identify most appropriate 

6 Analyzes cost factors m training to develop list of training costs 
6 Compares employee worth to cost to compute ratio of training 
costs 

6 Designs system to determine value of training 

6 Estimates changes in training to improve value of training 

TO DESIGN FINANCIAL STRUCTURE 

7 Reads history of organization to identify organization needs 
7 Reads board requirements to identify organization neeas 

7 Reads bookkeeping department procedures to identify 

organization needs 
6 Analyzes how to get financial information to identify 

organization needs 
6 Analyzes decisions based on finances lo identify organization 

needs 

6 Analyzes needed controls on finances to identif\' organization 
needs 

6 Synthesizes several need factors 'o define structure 
parameters 

5 Discusses with auditor to ldentl^y fiscal regulations 
5 Discusses wuh aud lor to identir^ feasible structures 

5 Discusses with auditor to identify acceptable structures 

6 Analyzes accepiabie structures to iriatch with parame:ers 
6 Compares structure/ parameter matches to select financial 

structure 

TO ESTIMATt MEDIA CENTER BUDGET 

6 Analyzes past performance to determine revisions needed 
5 Analyzes center inventories to list staff, equipment, and 
materials 

5 Analyzes program projections to determine additions needed 
5 Lists staff time and rates to determine staff budget 
5 Lists equipment needs and costs to determine equipment 
budget 

5 Lists matenals needs and costs to determine materials 
budget 

5 Totals costs to determine total budget 

Gives instructions to secretary to have budget typed 
Checks typed budget to ensure correct 

TO PREPARE ANNUAL BUDGET 

5 Reads state legal requirements to identify budgeting calendar 
5 Wntes memo to subordinates to require budget submissions 
5 Analyzes budget submissions to identify operational 
requirements 

5 Analyzes budget submissions to identify new programs 
5 Compares past and present budgets to approve 'disapprove 
budget 

5 Compares budget ana past performance to approve' 

disapprove budget 
5 Compares sub-budgets to develop budget draft 
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5 Discusses with advisory committee to evaluate program 
improvements 

5 Incorporates improvements in budget to develop final budget 
Sends budget to county superintendent to have budget 
evaluated 

5 Discusses budget with supervisor to have budget evaluated 
TO SUPERVISE COOPERATIVE PURCHASING 

6 Meets with district purchasing agents to determine if changes 
in policy 

Sends order forms to districts to initiate purchasing cycle 
Receives forms from district to compile county totals 
5 Supervises analysts of forms to compile county totals 
5 Reads maintainence reports to select brands of AV equipment 
5 Reads new product reports to select brands of AV equipment 
5 Compares different brands to select brands of AV equipment 
5 Writes bid forms for contractors to obtain b"ids on equipment 

5 Supervises sending of bid forms to obtain bids on equipment 
Compiles bids from contractors to obtain bids on equipment 
Opens bids m public to obtam bids on equipment 

6 Compares bids to select equipment/matenals vendors 
Lays out samples To select equipment/materials vendors 

6 Compares samples to select equipment/materials vendors 
6 Analyzes product/cost relationship to select equipment/ 

materials vendors 
6 Recommends to committee to select equipment/matenals 

vendors 

5 Writes report to board of education to indicate vendor 
selections 

Reads notification from board to approve vender selections 
Supervises secretary to prepare purchase orders 
Specifies delivery time/place to prepare purci-ase orders 
Signs forms to prepare purchase orders 
Calls warehouse to rent warehouse for storage 
Calls personnel office to hire shipping personnel 
5 Supervises personnel to receive equipment-^ materials 
5 Supervises personnel to store equipment/matenals 
5 Supervises personnel to redistribute equipment/materials 
5 Supervises secretary to bill distncts 
5 Supervises bookkeeper to credit district accounts 

TO PURCHASE AV MATERIALS 

5 Discusses with principals to determine needs 
Checks budget to determine money availc^ble 
Assesses requests for new equipment materials to determine 
purchase priority 

Writes letters to manufacturers to request catalogs 
Analyzes purchase requests to determine which catalog to 
search 

Searches catalogs to identify appropriate materials 
5 Compares list prices to determine best price 
Calls producer to ascertain correct title 
Arranges matenals requested to group oider list 
Lists materials/equipment costs to compile ordor lis: for 
purchase 

Operates typewriter to type order list 
Submits order list to management to get approval 
Assigns purchase order number to assure payment 
Informs secretary to order materials for purchase 
Fills oui order form to order materials 

Mails order form to manufacturer to place materials order 
Calls manufacturer to assure rush order 

Calls unit ordering materials to inform of manufacturer delay 
Files purchase orders to keep track of those not received 
Writes letters to manufacturers to remind of back orders 
5 Makes decision to notify manufacturer to cancel late orders 
5 Writes letter to manufacturer to cancel late orders 

Compares new materials with invoice to check that order 
complete 

Wntes letters to manufacturers to correct wrong orders 



43 



PERSONNEL MANAGEMENT FUNCTION. 



TO SUPERVJSE PERSONNEL IN TRAINING CENTER 



TO STAFF PROJECTS 

6 Analyses goals of project to define activrties to be done 

5 Analyzes budget to determine resources available 

-5 Translates project aciivititfS to develop job descnotions 

6 Estimates staff needs to fill described jobs 
Calls placement agency to inform of staff needs 
Calls colleagues to inform o* staff needs 

5 Reads resumes to select applicants for interview 

5 Selects short list of applicants to do initial interviewing 

Calls applicants to set time and place for interview 
5 De>onljti:> piojtici ^i\6''CCir\p3n\~To initiatejob Tnte rview 

5 Questions applicant to ascertain qualificatior:s 

6 Evaluates applicants to make staff selection 
Calls selected applicant to notify of selection 
Writes form letter to inform applicants of rejectton 
Tells secretary to transmit letter to applicants 

TO STAFF TRAINING CENTER 

7 Identities area of work to define staff need 

5 Analyzes budget to determine resources availab'e 

6 Writes memos to describe need for new position 

5 Writes position descnptton to get job classihcation 

5 Writes description of position to advertise the vacancy 

5 Reviews applpcaf:on forms to select applicants for interview 

5 Interviews job applicants to select most suitable 

5 Write*^ memos to adv:se hiring 

5 emails personnel department to speed application processing 

TO CONDUCT TRAINING OF NEW STAFF ON GENERAL 
OFFICE PROCEDURES 

Gathers office procedures information to determine goals 
of training 

5 Writes paper tc set up goals of tratnmg 

5 Writes procedural manual to inform new employees 

Reviews new employee papers to determine stze/ number 

of sessions 

5 Draws rough sketches to design visuals for training 
Calls production unit to arrange for production of visuals 
Gathers employee information to distribute to new employees 
Talks with new employees to inform of procedures 
Distributes information to get information to employees 

6 Evaluates session to determine success 

TO SET UP ON JOB TRAINING SEMINARS 

5 Analyzes unit request to determine- need for training 

5 Writes position paper to set goais of training 
Calls unit head to determine accuracy of goals 
CaHs unit head to ask recommendations on trainer 

5 Evaluates recommendations to determine best trainer 
Calls trainer chosen to notify of selection 

5 Writes notice to pubhcize trammg 

5 ■ Evaluates applications tc determine trainees 

6 Attends trammg session to determine progress/relevance 

TO IMPROVE COMMUNICATIONS BETWEEN TECHNICIANS 
AND ARTISTS 

5 Chooses subject matter to encourage seminar discussion 

Selects time and place to hold seminar 

Writes notice to publicize seminar 
5 Designs art kit to demonstrate technical details 
5 Conducts seminar to encourage discussion 



6 Discusses with new staff to develop performance critena 

5 Discusses with staff to evaluate work performed 

5 Evaluates employee performance to assess employee progress 

5 Evaluates employee performance to write evaluation report 

5 W:ites recommendations to suggest promotions and awards 

5 Negotiates with personnel department to suggest promotions 

and awards 

5 Discusses with staff to revise work plans 

5 Assesses work to be performed to approve requests for leave 

5 Conducts staff meetings to relay administration directives 

— TCHStH^eRVfSt<3RA^HfCS-Uf!HT — - 

5 Reviews job applications to make recommendations 
Makes recommendations to director to assist tn hiring 

5 Assesses staff work to wnte performance repoas 
Wntes performance reports to inform supervisor 

5 Discusses work load with staff to determine assignments 
Assigns /vork to staff to meet goals of unit 
Supervises staff to ensure work is completea 

5 Discusses with staff to relays interpret administration regula- 
tions 

TO SUPERVISE STUDENT WORKERS 

5 Discusses with staff to determme work assignments 

5 Converses with students to assign work areas 

Demonstrates eouipmen: operation to tram student workers 
Computes time worked to determine payment 

5 Evaluates student performance to write evaiuatton r^^Dort 

TO FIRE PERSONNEL 

5 Reviews worker evaluation reports to Cr^:-:rr^\r.e accep: JOility 
of work 

5 Discusses with supervisor to determine valtc ' / of rrnorts 
5 Discusses with worker to determine validity of reports 

5 Discusses with peers to determine validity of reports 

6 Makes decision to continue employment 

RESEARCH-THEORY FUNCTIOM. 

TO CONCEPTUALIZE THEORETICAL MODELS 

Perceives problem in.field to identify general research problem 

7 Analyzes general problem to identify specific proDlem areas 
6 Selects problem areas to limit specific problem 

6 Analyzes problem areas to define specific problem 

5 Combines specific problem factors to make concise problem 
definition 

6 Translates problem statement to identify solution parameters 
6 Reads problem/soiution parameters to brainstorm sokitions 

6 Discusses problem with colleagues to bra:nsiorm solutions 

7 Combines ideas to generate new ideas 

7 Translates ideas to other forms to generate new ideas 

6 Seeks out research information to support negate alternative 
ideas 

7 Seeks out research information to generate new ideas 

5 Compares solutions/information to evaluate proposed 
solutions 

6 Compares soiuiions''mformat(on to generate new solutions 

6 Synthesizes proposed solutions to converge on tentative model 
B Discusses model with colleagues to run reality test of model 
5 Compares model with known data to run reality test of model 

5 Analyzes reality test results to revise model 

6 Writes paper to describe model 
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TO CONDUCT RESEARCH PROJECT 



TO JMPROVE STANDARDS OF RESEARCH PROJECTS 



7 Iderrtifies genera} problem to provide basis for research study 
S Reads joumais to identify appropriate funding sources 

5 Contacts colleagues to identify appropriate funding sources 

6 Writes proposal to obtain funds for research study 

7 Formulates specific hypothesis to conduct' research study 
6 Designs research methodology to test hypothesis 

5 Reads prop>osal to ident1^/ project objectives 

5 Analyzes objectives to define project activities 

5 Analyzes activities to determine time for each activity 

Combines limes to develop project timeJine 

Develops budget to support research project 
~ — Transmits proposat^o fundir>y lo obtdin"ftjndS"forTe5ed^ch - 

study 

5 Negotiates with funding source to clarify details of proposal 
5 Reads resumes of current staff to identcSr possible project staff 

5 Speaks to current staff to identify possible project staff 

6 Compares capabilities with nfjeds to select project staff 
5 Matches staff to activities to identify gaps in staff 

5 Reads file of prospect«-,t? staff to anempt to fill staff gaps 

5 Speaks w>th prospective staff to evaluate qualifications 

6 Compares applicants to select staff 

5 Hires personnel to staff research project 
5 Explains project to staff to train staff 

5 Explains tasks to be done to tram staff 

Contacts individuals or schools to obiam subjects for study 

6 Develops treatment to create experimental conditions 
6 Develops instruments to measure effects of treatments 
5 Administers ireatmem/rnstrument to collect data 

Collcies data to mea -ure effects of treatments 
5 Analyzes data to measure effects of treatments 
5 Supervises personnel to ensure correct data collection 
5 Supen.;ises personnel to ensure correct data collation 
5 Supervises personnel to ensure correct data analysis 
e Interprets data to evaluate validity of hypothesis 

5 Listens to staff to solve project problems 

6 States alternative scSutions to solve project problems 
6 Selects best solution to solve project problems 

6 Writes progress reports to inform monitor of progress 

5 Reads progress reports to evaluate project progress 

6 Writes final report to disseminate research findings 
Transmits report to funding source to disseminate research 
finding 

6 Writes articles to disseminate research findings 

S Designs presentations to disseminate research findings 

5 Reads papers at conventions to disseminate research findings 

TO ANALYZE RESEARCH DATA 

Speaks wrth researcher to understand data to be analyzed 
5 Reads research proposal to understand type of data collected 
5 Reads research proposal to understand study objectives 
5 Translates objectives to define categones of responses 
5 Reads data to determine if categories fit 

5 Classifies each response to put responses into categories 
Counts responses in each category to summarize data 

6 Analyzes objectives/data type to select statistical formula 
5 Reads formula to define computation sequence 

5 Translates data into formula to perform statistical analysis 
Operates calculator to perform statistical analysis 
Reads statistical tables to perform statistical analysis 
Compares data analysis with tables to determine significance 
of data 

5 Examines objectives/data analysis to interpret meaning of data 

6 Wntes paper to explain outcome of study 
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5 Defines basic/applied research to design guidelines for 
research 

5 Designs standard test formats to design guidelines for research 

5 Specifies resources available to destgn guidelines for research 

6 Designs systematic procedures to design guidelines for 
research 

6 Advises researchers to mform on psychological principles 

TO PERFORM PEASlBiLlTY STUDY ON NEW EQUIPMENT 

6 Analyzes idea for new equipment to develop method for 

feasibilrty study 
6 Develops methodology to dc-sign feasibility study 
6 Writes general specifications to design prototype equipment * 

5 Asks questions of engineers to determine technical 
specifications 

6 Draws concrete plans ^o a»:iSign prototype equipment 
Calls production department to have prototype produced 

5 Demonstrates operation of prototype to get feedback on 
performance 

6 Revises design plans to improve prototype 

Calls production department to have prototype revised 
5 Assess'js potential market to develop product cost data 
5 Calculates matenals/labor costs to develop product cost data 

Divides cost by market to determine unit product cost 
5 Identifies similar products to determine competition 

5 Compares unit product cost to determine product 
competitiveness 

6 Analyzes market/cost/competi 'on to make recommendation 
6 Writes report to disserrinate results of stuOy 

TO CONDUCT SURVEY OF MEDIA USAGE 

Copies from inventory to hst equ.pnnent and materials 
5 Analyzes survey objectives to compile usage questions 
R Analyzes Survey ohjectives to compile response categories 

Copies information from list tc address questionna. 

Checks list to note returned questionnaires 

Prepares tally sheet to summarize data 

Tallies responses to-summarize data 

Writes summary of data to report to supervisor 

DESSGN FUNCTION. 

TO DESIGN EQUIPMENT SYSTEMS 

5 Analyzes goals of organization to determine communication 
needs 

5 Translates communication needs to identif-/ technical systems 
5 V.'rites general specifications to describe technical systems 
5 Analyzes other equipment systems to determine external 
constraints 

5 Analyzes physical facilities to determine physical constraints 
5 Analyzes monetary considerations to determ:ne financial 
constraints 

5 Analvzes constraints to identify alternate systems 
5 Analyzes constraints to lue.itify alternate formats 

Examines alternate systems to develop initial budget 
5 Projects system growth to develop projecr^d budgtt 

Discusses with engineer to determine interface of systems 
Reads technical fliers to identify components of system 
Reads technical fliers to determine electncal interface 
Reads technical fliers to determine physical interface 
Selects components to meet interface requirements 
Analyzes ptiysical constraints to draw physical schematic 
Analyzes electrical details to draw wiring diagrams 
Writes detailed specifications to describe system components 
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TO DESIGN IMPROVED TRAINING EQUIPMENT 

5 . Writes criteria for needed device to ensure compatibility with 
system 

5 Translates criteria for device to develop technical specifications 
5 Compares devices with technical specif:cations to choose most 
appropriate 

5 Designs prototype device to meet technical specifications. 

5 Assembles prototype to test design feasibility 

5 Assigns prototype to held center to test design feasibility 

^"erforms cost 3naly >is to compute cost product dar , 
5 Writes technical specifications for contract to initiate 

production of devices 

TO DESIGN NEW FACILITIES 

5 Analyzes work to be done xo specify design needs 

Analyzes equipment systems to determine space requirements 
Examines current floor plans to determine space constraints 
Analyzes budget to determine cost constraints 
Analyzes physical construction to determine physical 
constraints 

Analyzes equipment specifications to determine spectal 
requirements 

Visits other faciht-es to get ideas for desiqn 
Reads brochures to identify best designs 
Draws rough floor pl 3 n ti communicaie design needs 
Discusses with archstect to clarify design needs 
Examines'bJueprints to suggest improvements 

TO PLAN INSTRUCTIONAL SPACE 

5 Discusses with teachers to identifv instructional pattern 
Analyzes instructional partem to determine space needs 
5 Draws floor t-'ans to meet instructional pattern 
5 Discusses with teachers to identify best floor plan 
Submit-j chosen floor plan to get approval 

PRODUCTION FUNCTION. 

TO PRODUCE AV BULLETIN 

5 Selects arttcles on AV to compile library of materials 

6 Reads information m files to choose suitable subjects 
6 Complies information from hies to write shon amcies 

Arranges materials on sheet to design layout 
Gives instructions to have cop.es made 

EVALUATBOINJ-SELECTION FUNCTION. 



TO DEVELOP A CLIMATE SUPPORTIVE OF EVALUATION 

5 Reads key educational journals to assess attitudes to 
evaluation 

5 Talks to educational leaders to assess attitudes to evaluation 
5 Speaks to client group tc identify special problems 
5 Speaks to client group to develop rapport with group 
5 Instructs client group to explain purposes of evaluation 
5 Iristructs client group to explain role of evaluator 
5 Discusses with client group to answer questions re evaluation 
5 Discusses with ckent group to emphasize non-'^hreatening 
evaluation 

5 Speaks with individual members to reduce specific mhibftions 

5 Speaks with client group to invite participation m evaluation 

TO PLAN AND FOCUS PROJECT EVALUATION 

6 Reads project proposal to determine objectives to be evaluated 
5 Analyzes project personneJ/organization to determine dec sion 

makers 
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5, Speaksiwith decision makers to define.decisions to be.made 
6 Translates project proposal/repons to specify project 
assurnptions . 

6 Translates project proposal/reports to Specify cntena for 
decision 

5 Observes project m operation to learn project procedures 
5 Speaks with project staff to learn project procedures 
5 Translates objectives to specify student behaviors 
5 ^ Reads proposal to determine date;i for evaluation reports 
5 Reads proposai-to determme audience for repons 

5 Reads research literature to identify similar evaluation projects 

6 Synthesizes needs/evaluatton knowledge to develop 
evaluation plans 

5 Speaks to content/technical exoerts to obtain review of 

evaluation plans 
5 Translates evaluation plans to identify speoihc evaluation 

activates 

5 Analyzes activities to determine staff/time/resources ^ 

TO DEVELOP EVALUATION MODELS AND TECHNIQUES 

5 Discusses with rdent or associates to identify evaluation 
problem 

6 Analyzes audience for informcitior. to determine characteristics 
6 Analyzes evaluation problem to deT^rmine decisions to be 

n^ade 

6 Analyzes decisions to be made to determine information ■ erts 
Analyzes time limits to determine time constraints 

5 Analyzes manageability of project to determine constraints 
Analyzes study costs to determine money constraints 

6 Translates information needs to identify values to be measured 
6 Forrrulates value parameters to sele-^' behaviors reflectipp 

values 

6 Sets priorities among values to assign -mportance to behaviors 
6 Selects appropriate moicators to measure values and behaviors 
6 Translates indicators to develop criteria for evaluation 
instrument 

6 Compares instruments/criteria to select evaluation mstrum'ini 
6 Translates criteria to develop needed evaluation instrument 
6 Designs data collection st.ategv to obtain measures of 
indicators 

5 Sets up data processing procedure to analy se data 
5 Sets up data translation procedure to obtam answers from data 
5 Translates mcdel decisions to put in mathematical format 
5 Translates model decisions to put in graphical form 
5 Compares model and objectives to test model eHectiveness 
5 Compares mode! and client needi* to test if model 
commun-cates 

Analyzes cost of model to determine it feasible 
5 Runs sample data through mode[ to field test fo^ curacy 
5 Applies model to other projects to'iest whether ilizable 

TO COLLECT, PROCESS, ANALYZE. AND INTERPRET 
EVALUATION DATA 

5 Reads evaluation model/instrument to become aware of 
information needs 

6 Reads evaluation model/mstrument to identify sources for 
evaluation data 

Calls school to arrange for evaluation data collection 
6 Writes methodology to collect evaluati i data 
6 Formulates sampling procedure to collect evaluation data 
6 Selects time schedule to collect evaluation data 
5 Instructs personnel to collect evaluation data 

5 Administers instrument to collect evaluation data 
Records responses to instrument to collect evaluation data 

6 Writes format to code evaluation data 

Compares 'esponses and answer key to score evaluation 
instruments 

Calls computer center to arrange for data processing 
5 Reads corr.puter progran: library to select computer program 

5 Supervises data nrocessinq to translate data to usable format 

6 Reads evaluation model to select statistical procedure 



5 SuparviSAs data processing to analyze evaluation data 
7 Translates results of analysis to interpret meantng of data 
5 Compares data and objectives to provide answers to study 
qcestior^ 

7 Translates answers xo questions to indicate al; mative action 
' stecs 

7 Writes report to decision makers to transmit results/rnterpret 
action 

TO PREVIEW AND SELECT INSTRUCTIONAL MATERJALS 

5 Views material to do initial screening 

Analyzes technical quality to reject poor quality items 
5 Analyzes present curriculum needs to roject irrelevant items 
5 Analyzes future Curriculum needs to reject irrelevant items 
5 Compares with teacher's needs to reject irrelevant items 
5 Analyzes pOi>sUDle uses of material to select most appropriate 

5 Combines factors to eliminate obvious rejects 

6 Examines evaluation methods to select best evaluation 
method 

Writes list of titles to prepare evaluation committee preview list 
Writes list of titles to prepare specialist preview list 
Writes annotation to deifCribe material 

Compites annotatior\ and comment sheet to collect evaluations 
5 Explains material to evaluators to lead evaluation. session 

Requests evaluators to wrfte comments to gather reactions 
5^ Asks questions to gather reactions 
5 Leads discussion to gather reactions 
5 Summarizes points m3r!e to lead evaluation session 

5 Synthesizes comments to summarize evaluation 
Tabulates recommendations to summarize evalu^tton ^ 

6 Evaluates comments/recommendations to make purchas^i 
decision J 

6 Analyzes reactions, rxeeds to develop purchase priorities ( 
Makes l:st of purchases to select matenals for purchase^^ 
Sends list to directo/ to purchase materials 
Sends reactions to producers to inform producers of reactions 
Calls teachers in one school building to evaluate materials ^ 
5 Shows materials to teachers to lead evaluation session ^ 
5 Asks questions re material utilization to gather reactions ^ 
5 Listens to teacher comments to gather reactions 
5 Asks questions re teacher material needs to gather reactioos 

5 Wntes suggestions to lead evaluation s^sion 

6 Synthesizes teacher reactions. to make purchase decision 
Sends suggestions to director to inform director of needs 
Sends suggestions to producers to inform producers of needs 
Calls students/teacher m a class to evaluate material^ . 

5 Shows material to students to field test rpaterial 

5 Asks students questions to determine if objectives are ir>^ - 

5 Analyzes success m meeting objective to field test material 

5 Asks students to evaluate material to field tesl material 

6 Synthesizes student reactions to make purchsSci^Uacisions 
6 Examines success in meeting objective to make pur&t>^sa ^ 

decisions 
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6 Writes guidelines to select evaluation committee 

^Sives guidelines to advisory panel to obtain reaction/approval 
5 Translates guidelines to select committee members 

Checks calendar to set dates for evaluations 

Calls auditorium coordinator to schedule evaluation sessions 
5 Reads literature to select items for evaluation 
5 Talks- to salesmen to select items for evaluation 

Reads memos from teachers to determine matenals needs 
5 Serpens inputs to select items tor evaluation 

Organizes materials in groups to prepare for evaluation 

sessions 



Writes list of Items and dates to ord»;r items for preview 

Gives instructions to staff to have preview materials ordered 

Attends evaluation committee meeting to lead discussion 

Asks questions to determine ^plication/use 

Collects committee evaluations to compile evaluation report 

Attends staff evaluation session lo lead c cussion 

Asks quefStions to determine application/use 

Discusses With staff to clarify materials needs 

Collects staff evaluation to compile evaluation report 

Combmes evaluations to develop evaluatron rating 

Sends evaluation rating to computer to have evaluation rating 

stored 

TO EVALUATE FfLM HOLDINGS 

Requests secretary to have list of old films compiled 
Requests content specialjsts to have ;hem preview old films 
Previews old films to evaluate physical condition 
Makes deci&ion to recommend destroying old film 
Gives rnstructions to have old film destroyed 

SUPPORT-SUPPLY FUNCTION. 

TO IMPROVE EQUIPMENT ACQUSSIT'ON PROCEDURES 

5 Writes technrcal specifications for equipment to evaluate 

proposals of contractor 
5 Designs basic parameters of device to specify for production 
5 Writes guidelines to specify minimum specifications for 

equipment 

5 Performs cos! analysis to recommend equipment 

Dfscusses With management to encourage purchase of 
equipment 

Compiles list of recommended equipment to inform field 
personnel 

t6:mprove cataloging procedures 

Discusses with salesmen to identify new cataloging techniques 
Evaluates use of microfiche to design automated systeo^. 
Evaluates use of microfilm to desigr. automated system 
5 'A'lalyzes engineering demands to desin^i automated system 
Analyzes equipment standards handbook to recommend 
standard definitions 

Lists recommended definitions to standardize definitions 
Discusses with management to recommeno standard 
definitions 

Writes proposal to recommend verifying course card 

TO CATALOG MATERIALS 

"Assigns sequential control number to catalog new matenals 
Compares title with catalog to determine if already catalogued 
Assigns code from accession list to identify materials 
Reads course materials to msure correct catalog notations 
Reads new matenals to classify materials 
Assigns subject headings to classify materials 
Previews film to write catalog description 
Writes short description of film to catalog film 
Reads review of materials to write catalog description 
Determines standard notation to prepare to catalog 

5 Checks classification hst to cross-mdex matsr^als 
Reads review of matenals to Cross-index materials 
Cross-indexes materials to facilitate location 

5 Reads curriculum guides to classify materials in curriculum 
areas 

5 Analyzes areas to identify curriculum topics 

5 Groups curriculum topics to assign to grade levels 

Adapts commercial catalog cards to catalog to local needs 

Checks catalog notation to insure accuracy 
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Alphabetizes catalog cards to prepare for filing 
Removes out of date cards to keep catalog files current 
Ljsts new materials in catalog to update catalog 
Operates typewriter to type catalog 

TO IMPROVE DISTRIBUTION SYSTEM 

Analyzes flow to identify maior steps 

Discusses With workers to identify ma|Or problems 

Examines forms used to identify needed improvements 

Designs new f'.'ms to improve record keeping 

Plans new scheOu- ■ g system to improve scheduling 

Examines current routing lists to identify major problems 

Plans new routing hst to improve c:rculati0ri 

Analyses cirjulc^:;On records to compute usage figures 

Adds up times equipment used to compute usage figures 

Analyzes usage figures to project equipment needs 

Lrsts projected equipn^ent needs to piovide budget information 

TO LOCATE CURRICULUM MATERIALS 

Redds fliers and magazines to identify curriculum materials 
Flies references by subject area to compile materials file 
Discusses with teacher lo determine needs and objectives 
Analyzes materials file lo Select references 
DiSCusses with teacher to evaluate materials available 
Discusses with teacher to explain reference sources 
5 Advises teachers to inform of materials available 

Reads curriculum materials to inform of materials available 

UTILIZATION FUNCTiON. 

TO HELP STUDENT IDENTIFY LEARNiNG INTERESTS AND 
SELECT OBJECTIVES 

Travels to school building to make self available to students 
5 Listens to student to mitiate conversation 
5 Reads student records to identify relative education 

achievement 
5 Probes student to identify interest and talent 
5 Reads student records to identify social/ethmc difference 
5 Rea.^s student records to identify snterest a:: jde 
5 Converses with student to ident?fy interest and talent 
5 Responds to student to encourage learning interests 
5 Makes Suggestions to student to identify interest and talent 
5 Re^3ds student records to identify past learning m area 
5 Reads student records to identify learning difficulties in area 
5 Discusses with sf^dent to review past learning and problems m 

area 

5 Discusses with student to identify implication of pas: for 
present 

5 Analyzes with s: ^ent to narrow mterest based on past 
prtoent 

6 .alyzes with student to trcj-^slate interest to broad objectives 
5 Speaks wi:h student to provicie input on broad objectives 

5 Analyzes wit^^. 5^tudent lo narrow broad ObjectrveS 

6 Anaiv/f^s with student to transit: o brOad interest to behavior 
obiect'ves 

5 Evaluates behavioral obioctrves with sruden: to sotect 

objectives of immediate interest 
5 Analyses /vith studenf to develop learning sequence for 

obie'^tives 
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TO HELP STUDENT SELECT LEARNING ACTIVITIES TO 
MEET OBJECTIVES 

Administers tests To student to test student learning style 
5 Reads test results to analyze student learning style 
5 Instructs student to explain learning style 
5 Discusses with student to explain idea of learning preference 
5 Reads listing of learning activities to identify pre-packaged 

activities IP system 

5 Reads listing to identify learnir:: activjties related to objective 

6 Compares student and act-vity objectives to select activities 
relevant to student 

5 Discusses with student to explain different activties 
5 Analyzes learning activities to identify human/media mix 
5 Analyzes learnmg activities to identify individual/ group mix 
5 Compares activities/learntag style to identif*/ matches 

5 Discusses with student to identify student learning preference 

6 Combines activity/style- preference to make learning activity 
Suggestions 

5 Discusses with student to evaluate suggested activities 
5 Listens to student feedback to identify problems wjth current 
learning activity 

5 Combines different activities to generate new sets of activities 
5 Discusses with student to evaluate combined activities 
5 Listens to feedback from student to identify activity problems 
not solved 

5 Discusses with student to identify student (deas for learning 
activities 

5 Consults With studen' o help design individual learning 
activities 

TO LECTURE/MAKE MEDIA PRESENTATIONS TO LARGE 
STUDENT GROUPS 

5 Speaks to students to identify objectives of presentatioi. 
5 Speaks to students to explain imporlance of objectives 
5 Discusses with students to identify group expectations for 
presentation 

5 Speaks to students to present lecture information 

5 Speaks to students to explain special media techniques 

Operates media equipment to present information 
5 Discusses with students to ask studentr questions 
5 Analyzes auestions/answers to evaluate student 

understanding 

5 Analyzes questions answers to evaluate presentation 
effectiveness 

5 Observes student behavior to evaluate presentation 
effectiveness 

6 Translates evaluat'on to change presentation 

&♦ Listens to students to respond to student questions 
5 Speaks to students to respond to student questions 

TO MONITOR INDIVIDUALIZED INSTRUCTION/SELF- 
INSTRUCTIONAL MEDIA 

Writes on srude'^t record to note student attendance 
Writes on stud'int record to note learning acriviy used 
Checks materials for learning rct;vity to check if ready fc 
student 

Calls center to obtair^ miSSing components 
5 Observes stude.iis uSipg materials to identify problems m 

handling materials 
5 Discusses wrtn stud^^-^t to explain handling '^f (natenais 
5 Observes student? using materials to loentify problems in 

understanding 

5 Observes students usin^ T^atenals to iden:;f\' problems in 

performing activities 
5 Discusses wtth student to ascertain if problem 
5 Discusses with student to solve problem if simple 
5 Discusses with stud-^rt to recommend tutor to solve problem 

Calls tutor to arrange for stur^ent session 
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UTILIZATION-DISSEMINATION FUNCTION. 

TO MAINTAIIM PROFESSIONAL STATUS/KEEP UP IN FIELD 

6 Reads books/)Ournal articles to learn issues/new knowledge 
6 Joms professional associations to learn issues/new knowledge 
6 Joms professional associatrons to develop professional 
contacts 

6 Attends conventions to learn issues/new knowledcje 

5 Attends conventions to develop professional contacts 

6 Writes articles/conventjon papers lo disseminate new ideas 
6 Writes articles/convention papers to gam recognition in field 
5 Discusses w:ih colleagues to understand issues m field 

5 Discusses with colleagues to identify positions m field 

Discusses with salesn^en to become informed of new products 
Circulates fliers to inform sta" of new products 
Ma:ntains file of new equip : to keep informed on 
technology 

TO DEVELOP DISSEMINATION STRATEGIES FOR 
TEACHER TRAINING PROJECT 

5 Reads teacher training materials to identify target audience 
5 Reads re target audience to identify key gecqraphical areas 
5 Reads re target audience to identify key insT::tJtions 
5 Reads re target audience to identify key individuals 
5 Analyzes dissemination materials ro ^ent''- n^p*^ n-^nrut'on 
needs 

5 Analyzes dissemination materials tc sJen:if>' \:\<:^ w,..'-.: 
needs 

5 Analyzes dissemination materiais :c ^en: ' • ►^s 

institution needs 
5 Analyzes dissemination materici ^ !c , ' -la 

institution needs 

5 Analyzes dissemination materic. > to idei bt ^rr^djt 
;>robIems 

6 Translates materials to list benef^ :c nstiti^: 

5 Analyzes methods of involvement : joI vj m'^ n 
process 

5 Analyzes methods of involvement to u /'^'ve individuals ^r. 
process 

5 Examines institution influence patierns \n \<..- W 
dissemination flow 

6 Synthesizes benefits/mvolvement /proDiems 'o develop 
dissemination plan 

5 Discusses wrth colleagues to evaluate dissemination plan 
5 Speaks with interested institution !0 field-test dissenmnanon 

5 Admin;. :ers plan to field-test dissemination plan 
5 Examines increased use of materials to evaluate dissemtnation 
olan 

5 Sp^-jks with other institutions to gpcrationalize dissemmat'on 
plan 

TO EXPLAIN INDIVIDUALIZED INSTRUCTION PROJECTTO 
VISITORS 

Speaks to visitor of superior !o receive request fc? information 
5 Talks with visitor to get acquamted'd.scover needs 

Operates slide proiector to make presentation on Droject 
b Discusses with vrsitor to explam project 
5 Listens to visitor to identt^ questions re proiect 
5 Discusses wiin visitor to answer questions re proiect 
5 Instructs visitor to summarize project characteristics 

Drives visitor to schooi TO snow project m operation 
5 instructs viSttor to describe layout of classroom 
5 Observes riass with visitor to see project m action 
5 Discusses with visitor to identify characteristic activities 
5 Listens to vfS»tor to identify questions re prO;eCT 



5 Discusses with visitor to indicate activities answering 
questions 

Guides visitor tour to keep visitor out of teacher s way 
5 Speaks with studentS' ieachers to arrange for discussions with 

vtStTO* 

5 Li-^* !o visitor student/teacher discussion to provide he'p if 
needed 

5 Discusses with visitor to summarize project 

Collates project literature to give materials to vjsitor 

TO PROVIDE INFORMATION ON AV CENTER 

Defines media services available to prepare for brochure 
Groups media services available to prepare for brochure 
Estimates cost per item to prepare price lis: 
Gives instructions to have brochure designed 
Analyzes clients of center to define potential audience 
Gives instructions to have copies of brochure mailed 
5 Designs briefings to describe center operation 
5 Writes brle^^ng guide to provide briefing guidelines 
Conducts briefings to describe center operation 
Uses telephone to answer ..snons 
Talks with visitors to describe services available 
Tarks With visitors to describe cataloging system 
Talks with visitors to as?ist m locating rr^arenais 
Operates AV production equipment to demonstrate operation 

TO CONSULT ON MEDIA USE A^D DESIGN 

5 Advises outside personnel to improve use of media 
techniques 

6 Examines building blue'3rints to suggest improvements 

5 Advises outside personnel to improve training center design 
5 Gives multi-media presentation to demonstrate use of media 
5 Discusses with audience to clarify/ med'a principle? used 
5 Examines prototype materials to suggest improvements 
evaluate 

5 Serves on committees to dtsseminate information on media 

TO PROMOTE INCRE SED USE OF INSTRUCTIONAL 
TELEVISION (ITV) 

5 Discusses with content specialists 'o identify appropriate parts 
of course 

5 Designs model :o clarify method/ media decisions 

5 Analyzes research on ITV to identify relevant factors 

5 Analyzes cos: effectiveness to demonstrate advanrager of iTV 

5 Discusses hardware systems to evaluate e^fec:lveness 

5 Observes hardw.:'e systems to evaluate effectiveness 

6 Writes report to management to propose installation of ITV 

TO REPORT TO MANAGEMENT 

5 Analyzes work performed m unit !0 prepare work pidns 
5 Assigns work weeks to functions to prepare work nians 
5 Estimates work trj be performed TO prepare work : jns 
5 Analyzes w- -k plans to deve'op supporting budget 
5 Develops start tirrie output budget to support work plan^; 
Wrties progress reports tn describe work perforn^^-ci 

TO INFORM TEACHERSON MEDIA 

Discusses .vith teachers to mfotm ori materials ;ind eqtji^imeni 
Assesses teac?^:r*ig needs to suggest dppiopr^aie materials 
Circulates information to inform on materials and eqinpmen: 
Plans workshops to demonstrate AV s<j'v:ces 
Writes notice to announce demonstiar;cn 
Operates AV equioment to demonstrate operation 
Gives ma" dia presentation to infurm o- AV scn.'!ces 

5 Gives :o inform on library proceduras 

5 Gives lec. . to mform on CAI programing 



TO ADVISE PRODUCT PLANNERS ON EDUCATION 
MARKET 

5 Compiles suggestions of educators to suggest new products 
5 Evaluates new product specifications to align with educational 
expectations 

5 Evaluates changes in products lo determine effect on 
educational application 

5 Discusses witn product planners to inform of educational 
needs 

TO FACILITATE FULLEST USE OF COMPANY PRODUCTS 

Identifies company products to mform educators 

6 Resolves usage problems to assist educators 

6 Conducts workshops on products to assist educators 
6 Identifies need trj produce pamphlet on product 
6 Writes pamphlet to describe application of product 

Discusses with salesmen to inform On company products 

TO TEACH BASIC AV COURSE 

6 Shows filmstrip to teach behavioral objectives 

5 Describes approach to teach behavioral objectives 

6 Conducts simulated task analysis to provide active learmng 
5 Encourages writing of objectives to teach through active 

learning 

5 Encourages writing of tests to teach through active learning 

6 Describes media requirements to teach use of media in 
instruction 

6 Describes group size contingencies to teach use of media in 
instruction 

5 Advises students to assist in teaching with media 

5 Advises students to assist in multi-medio presentations 

Operates equipment to demonstrate equipment operation 
5 Teaches over CCTV to instruct m media production 
5 Teaches over CCTV to instruct m graprsiCS techniques 

Operates TV ca mera to record session for ITV 
5 Advises students to inforr."> on graphics techniques 

Operates movie C2mera to demonstrdie to students 
5 Advises students to assist in making film 
5 Adm.inisters pre- and post-tests tc reinforce teaching 

Administers media skills test to evaluate student performance 
5 Advises students to better master teacher relations 
5 Advises students to inform on courses to take 
5 Gives multi-media presentation to denrionstrate use of media 

Operates movie projector to show exemplary films 
5 Discusses with students to clarify media principles 
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COMPETENCIES 
FOR SPECIALISTS 
IN 

MEDIA PRODUCT 
DEVELOPMENT 



ORGANIZATION MANAGEMENT FUNCTION. 
PERSONNEL MANAGEMENT FUNCTION, 

TO IMPROVE COMMUNICATIONS BETWEEN 
TECHNICSANS AND ARTISTS 

5 Chooses subject matter to encourage seminar discussion 
Selects time and place to hold seminar 
Writes notice to publicize seminar 
5 Designs art kit to demonstrate techrncal details 
5 Conducts seminar to encourage discussion 

TO SUPERVISE GRAPHICS UNIT 

5 Reviews job applications to make recommendations 

Makes recommendations to d«rector to assist in hiring 
5 Assesses staff wOrk to write performance reports 

Writes performance reports to inform supervisor 
5 Discusses work load with staff to determine assignments 
Assigns work to staff to meet goals of unit 
Supervises staff to ensure work is completed 

5 Discusses with staff to reJay/jnterpret administrative 
regulations 

RESEARCH-THEORY FUNCTION, 
TO CONCEPTUALIZE THEORETICAL MODELS 

Perceives problem in field to identify general research problem 
7 Analyzes general problem to identify specific problem areas 

6 Selects problem areas to limit specific problem 
6 Analyzes problem areas to define specific problem 

5 Combines specific problem factors to make concise problem 
definition 

6 Translates problem statement :o identify solution parameters 

5 Reads problem/solution parameters to brainstorm solutions 

6 Discusses problem with colleagues to brainstorm solutions 

7 Combines ideas tc generate new ideas 
7 T' jnslates ideas to other forms to generate new ideas 

6 Seeks Out research information to support/negate alternative 
idea-^ 

7 SeekL- out research information to generate unthough!-of ideas 

5 Compares solutions/information to evaluate proposed 
soiutions 

6 Compares solutions/information to generate new solutions 
6 Synthesizes proposed solutions to converge on tentative model 
5 Discusses model with colleagues to run reality test of modef 
5 Compares model with known data to run reality test of model 

5 Analyzes reality test results lo revise model 

6 Writes paper to describe model 

TO CONDUCT RESEARCH PROJECT 

7 Identifies genera! problem to provide basis for research study 
5 Reads journals to identify appropriate funding sources 
5 Contacts colleagues to identify appropriate funding sources 
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6 Writes proposal to obtain funds for research study 

7 Formulates specific hypothesis to conduct research study 
6 Designs research methodology to test hypothesis 

5 Reads proposal to identify project objectives 

5 Analyzes objectives to define project activities 

5 Analyzes activities to determine time for each activity 

Combines times to develop project timeline 

Develops budget to support research project 

Transmits proposal to funding to obtain funds for research 

study 

5 Negotiates with funding source to cldrify details of proposal 
5 Reads r€>sum6s of current staff to identify possible project staff 

5 Speaks to current staff to rdent;fy possible project staff 

6 Compares capabilitws with needs to select project staff 
5 Matches staff to activities to iGentify gaps in staff 

5 Reads file of prospective staff to anempt to fill staff gaps 

5 Speaks with prospective staff to evaluate Qualificatrons 

6 Compares applicants to select staff 

5 Hires personnel to staff research oroject 
5 Explains project to staff to train staff 

5 Explains tasks to be done to train staff 

Contacts individuals or schools to obtain subjects for study 

6 Develops treatment to create experimental conditions 
6 Develops instruments to measure effects of treatments 
5 Administers treatment/instrument to collect data 

Collates data to measure effects of treatments 
5 Analyzes data to measure effects of treatments 
5 Supervises personnel to ensure correct data collection 
5 Supervises personnel to ensure correct data collation 

5 Supervises personnel to ensure correct data analysis 

6 Interprets data to evaluate validity of hypothesis 

5 Listens to staff to solv« project problems 

6 States alternative solutions to solve project problems 
6 Selects best solution to «^olve project problems 

6 Writes progress reports to inform monitor of progress 

5 Reads progress reports to evaluate project progress 

6 Writes final report to disseminate research findings 
Transmits report to funding source to disseminate research 
findmcs 

6 Write*, articles to disseminate research findings 

6 r .nns presentations to disseminate research findings 

5 ' s papers at conventions to disseminate research findings 

TO ANALYZE RESEARCH DATA 

Speaks with researcher to understand data to be analyzed 
5 Reads - search proposal to understand type of data collected 
5 Reads research proposal to understand study objectives 
5 Translates objectives to define categories ot responses 
5 Reads data to determine if categories fit 

5 Classifies each response to puT responses into categories 
Counts responses in each category to summarize data 

6 Analyzes objectives/data type to select statistical formula 
5 Reads formula to define computation sequence 

5 Translates data into formula to perform statistical analysis 
Operates calculator to perform statistical analysis 
Reads statistical tables to perform statistical analysis 
Compares data analysis with tables to determine significance 
of data 

5 Examines objectives/data analysis to interpret meaning of data 

6 Writes paper to explain outcome of study 

TO IMPROVE STANDARDS OF RESEARCH PROJECTS 

5 Defines r asic/asphed research to design guidelines for 
researcn 

5 Designs standard test formats to design guidelines for research 

5 Specifies resoui-ces available to design gu delines for research 

6 Designs systematic procedures to design guidelines for 
research 

6 Advises researchers to inform on psychological principles 
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TO RESEARCH LEARNING STRATEGIES FOR CAl 

6 Reads research literature to select relevant learnmg theories 
6 Selects expenmental CAl metenals to run learning strategy 
experiment 

5 Reads CAl materials to identify computer's part 

5 Speaks to students to arrange for lesson simulation 

Operates tape recorder to record lesson simulation 
5 Asks questior« from CAl lesson to try out lesson 

Writes student responses to try out lesson 

5 Analyzes mistakes to identify need for tutorial help 

6 Formulates strategy to help student to correct mistakes 
5 Talks with students to tryr out tutorial strategy 

5 Analyzes students' responses to determine success of strategy 

6 Formulates another strategy to correct mistakes 
5 Talks with students to try out second strategy 

5 Analyzes students' responses to determine success of strategy 
5 Speaks to student to end lesson simulation 
5 Listens to tapes of student sessions to summarize tutorial 
strategies 

5 Analyzes tutorial strategies to identify common elements 

5 Analyzes tutorial strategies to identify successful elements 

6 Analyzes common/successful elements to derive genera! rules 
6 Analyzes research literature/tutor behavior to denve 

specifications for CAl tutor system 
5 Translates tutor system specificattons to develop decision 
model 

5 Translates decision model to develop programming flowchart 
Translates programming flowchart to write computer program 
Operates computer terminal to print out tutorial strategy 
Reads print-out to check program 
5 Speaks to students to arrange for lesson sirrtuiation 
5 Observes students interaction with lesson to try out lesson 
5 Observes effect of tutorial strategies to try out lesson 

5 Analyzes student errors to evaluate lesson/tutor strategies 

DESIGN FUNCTION. 

TO DESIGN INSTRUCTIONAL IV!ATERIALS FOR COURSE 

6 Discusses with instructors to define training problem 
6 Describes critical incidents to define training problem 
5 Specifies tasks to identify terminal behavior 

5 Defines objectives for course to identify terminal behavior 
5 Writes overall design for course to organize conienT 

5 Prescribes content area of course lo organize content 
Defines entry behavior of students to determine content 

6 Writes technical draft to define training problem 

6 Discusses with instructors to identify teaching strategy 
6 Rewrites technical draft to 'mprove training p-ogram 
5 Designs pre- and post-tests to evaluate effec'.iveness of 
program 

Evaluates extant materials to identify suitable content 
5 Selects appropriate materials and media to Organize course 

Researches m literature to locate examples of sinuiation 
5 Designs role plays to m3et training need 
5 Teaches course to evaluate effectiveness of materials 

TO DESIGN PROGRAMED INSTRUCTION MATERIALS 

5 Discusses with client to Jefine problem area 

5 Questions client to delimit problem area 

5 Reads client's current matenais to re'^f jrch problem area 

5 Analyzes subject matter to identify segments for programing 

5 Discusses with ciiont to define targe: population 

5 Analyzes potential audience to state assumptions about 
learners 

5 Discusses with client to define general objectives 

5 Analyzes subject matter to state broad objectives 

5 Pen: ;iTis task analysis to organize content 

5 Restates task analysis to design flow chart 

5 Analyzes flow chart to wr'te behavioral obiectivf»i> 
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5 Discusses with client to refine behavioral objectives 

5 Discusses with client to identify essential objectives 

5 Listens in meeting to understand political aspects 

5 Discusses with content experts to understand content 

5 Discusses with client to reconcile conflicts in data 

5 Discusses with client to revise behavioral objectives 

5 Analyzes objectives/flow cnart to write content outline 

5 ' Writes brief draft of program to organize content 

5 Analyzes content outline to select appropriate media 

5 Analyze? content outline to select model/paradigm 

5 Reviews content to sequence presentation 

5 Analyzes content to determine units and frames 

5 Translates objectives/content to write program frames 

5 Revises draft of program to reduce step size 

5 Analyzes objectives to write pre- and post-tests 

5 Locates technical information to design visual chan 

5 Analyzes technical information to design visual chart 

Organizes pilot test to try out program 
5 Evaluates pilot performance to evaluate program effectiveness 
5 Revises program to improve quality 

TO DESIGN MATERIALS FOR INSTRUCTOR TRAINING 
COURSE 

5 Analyzes task list to group m logical clusters 

5 Analyzes task groups to expand into objecTivPs 

5 Writes behavioral objoctives to organize u . content 

5 Analyzes behavioral objectives to select rnethod of instruction 

5 Designs content of unit to fulfill components of objectives 

5 Writes instructor activities to clarify and expand course content 

5 Decides on use of visuals to illustrate content 

5 Wntes summary of lesson tc clarify lesson content 

5 Teaches pilot lesson to time length 

5 Writes suipplementary handbook to assist in teaching course 

5 D^rgns evaluation sheets to elicit student reaction :o 
materials 

5 Pilot tests to evaluate effectiveness of materials 

5 Analyzes evaluation sheets to assess student reaction 

5 Revises instructional materials to improve quality 
Gives instructions to have materials distributed 

TO COORDINATE DESIGN OF INSTRUCTOR TRAINING 

COURSE 

V 

\ 

5 D^cusses with director to outline course design 
loentifies planning task force to develop task list 
5 PldQs conferences to develop task list 

5 Discusses with course wnters to develop behavioral objectives 
S Wntes operations plan to organize course development 

5 Estimates t:me factors to organize course development 
Selects Sfte for pilot test to evaluate effectiveness of course 
Discusses with training officer :o arrange for pilot test 

6 Cntiques draft course materials to improve quality 
Discusses With publications to organize mass production 

5 Estimates number of copies needed to inform publications 
5 Writes memos to field personnel to inform on progress of 
course 

5 Conducts briefings to in?orm o^ progress of course 

5 Writes report to management lu ::"iform on progress of course 

5 Designs evaluation forms to evaluate effectiveness of course 

TO WRITS UNIT FOR INSTRUCTOR COURSE 

5 Analyzes learning modes to lis: characteristics 

5 Assigns modes to ob|ective< to provide model for instruction 

5 Analyzes lesson plan construction to list characteristics 

5 Designs sample lesson plans to provide model for instruction 

5 Analyzes test construction to list characteristics 

5 Designs sample tests to provide models for instruction 
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TO WRITE INSTRUCTORS GUIDE FOR INSTRUCTIONAL 
MATERIALS 

5 Analyzes objectives to restate more fully 

5 Assesses time spent in pilot to indicate time for items 

Analyzes content and time to write schedule 
5 Analyzes unprogramed segments to write lesson plans 
5 Analyzes objectives to write pre-iest 
5 Analyzes objectives to write practice exercises 
5 Analyzes objectives to write role plays 

TO COORDINATE DESIGN OF AUTOMATED PRESENTATIONS 

5 Identifies field personnel to select program developers 

6 Evaluates written program to suggest improvements 
6 Asks clarifying questions to suggest improvements 

6 Analyzes step size to evaluate written program 
6 Suggests revisions to improve written program 

Discusses with producer to clarify production details 

Analyzes script to assign pauses and tape stops 
5 Examines draft visuals to assess correlation with script 
5 Analyzes program to assess logical development 
5 Chooses subjects to test out prototype program 

Schedules testtng session to test out prototype prograrr; 
5 Evaluates results from test to test out prototype ;3rogra ^ 

TO DEVELOP INSTRUCTIONAL PACKAGES FOR 
INDIVIDUALIZED INSTRUCTION (l|) 

Negotiates contract with customer to initiate project 
development 

5 Instructs customer in ll to define problems in process 
5 Instructs customer m \\ to define changed concepts of 
.nstruction 

5 Instructs customer in li to riefine effects on curriculum 
5 Instructs Customer in It to define new role of testing 
5 Consults with client to determine client roles 
5 Consults with client to dete^'mine company roles 
5 Instructs customer in logistics to define work/ money/time 
relationships 

5 Questions client to define wants/needs and their relationship 
5 Consults with client to feedback goals for project 
5 Analyzes instructional setting to define learning environment 
5 Analyzes project goals to define cntenon performance 
5 Translates criterion performance to define learning objectives 
5 Analyzes curr'^nt content to decide if teaches to ob;ect|ves 
5 Analyzes current content to determine procedures learrier must 
do 

5 Analyzes currpn: content to define alternative procedures 
5 Synthesizes ob 'ctives/content to define needed new content 
5 Extrapolates fro.-^ content/objectives to define teaching 
strategies 

5 Translates teaching strategies to make media selections 
Coordinates materials procurement to provtle needed audio 
and visuals 

5 Reads final scrip: to edit content/sequence/ambiguity 
5 Writes introduction to rriateriaSs to describe materials 
utilization 

5 Plays role of student !G field test materials 

Speaks to client to set up review panel 
5 Shows rriatena's to citen: to obtain review and comments 
5 Translates suggestions to make revisions 

Sends materials to client to fulnii contract 
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TO DESIGN MULTI-MEDIA PRESENTATIONS 



TO DESIGN NEW FACILITIES 



6 Looks at Ofganization projects to find production opportunity 

5 Identifies projecis related to idea to find production opporxumty 
5 Identifies amenable project directors to find production 
opport unity 

5 Speaks to proiect directors to persuade to produce 
presentation 

5 Orscusses with project director to ascertain audience/objective 

5 Calls associate to obtain design assistance 

7 Examines meaning of idea to clarify presentation subject 
7 Considers philosophy behind idea to clarify presentation 

subiect 

6 Considers ways of presenting to clarify presentation subject 
6 Considers media involved to clarify presentation subject 

6 Analyzes presentation subject to write general objectives 

5 Breaks down general objectives to define behavioral objectives 

6 Conceives ways of meeting objectives to develop treatment 
6 Translates objectives/treatment to determine sequence 

6 Translates objectives/ifeatment to determine content 

6 Translates objectives/treatment to determine media 

5 Synthesizes objectives/sequence/content/media to develop 

presentation outline 
5 Synthesizes objectives/sequence/content/media to determtne 

needed visuals 

5 Synthesizes objectives/sequence/content/media to determine 
needed audio 

5 Synthesizes objectives/sequence/content/media to determine 

odors, tastes, touches 
5 Complies needed sensory inputs to develop storyboard 
5 Translates storyboard to develop presentation specifications 
5 Transmits specifications to production function to have 

presentation produced 

TO DESIGN EQUIPMENT SYSTEMS 

5 Analyzes goals of crganization to determine communication 
needs 

5 Translates communication needs to identify technical systems 
5 Writes general specihcations to describe technical systems 
5 Analyzes other equipment systems to determine external 
constraints 

5 Analyzes physiccil facilities to determine physical constraints 
5 Analyzes monetary considerations to determine financial 
constra.nts 

5 Analyzes constraints to identify alternate systems 
5 Analyzes constraints to identify alternate formats 

Examines alternate systems to develop laitial budget 
5 Projects system growth to develop projected budget 

Discusses with engineer to determine interface of systems 
Reads technical flyers to identify components of system 
Reads technical flyers to determine electrical interface 
Reads technical flyers to determine physical jf^terface 
Selects components to meet interface requirements 
Analyzes physical constraints to draw physical schematic 
Analyzes electrical details to draw wiring diagrams 
Writes detailed specifications to describe system components 

TO DESIGN IMPROVED TRAINING EQUIPMENT 

5 Writes criteria for needed device to ensure compatibility with 
system 

5 Translates criteria for device to develop technicai spectficaticns 
5 Compares devices with technical specifications to choose most 
appropriate 

5 Designs prototype device to meet technical specifications 

5 Assembles prototype to test design feasibility 

5 Assigns prototype to field center to test design feasibility 

Performs cost analysis to compute cost product aata 
5 Writes technical specifications for contract to inmate 

production of devices 

o 
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5 Analyzes work to be dor>e to specify design needs 

Analyzes equipment systems to determine space requirements 
Examines current floor plans to determine space constraints 
Analyzes budget to determine cost constraints 
Analyzes physical construction to determine pi^ysical 
constraints 

Analyzes equipment specifications to determine special 
requirements 

Visits other facilities to get ideas for design 

Reads literature to identify best designs 

Draws rough floor plan to communicate design needs 

Discusses with architect to clarify design needs 

Examines bluepnnts to suggest improvements 

TO PLAN INSTRUCTIONAL SPACE 

5 Discusses with teachers to identify instructional pattern 
Analyzes instructional pattern to determine space needs 
5 Draws floor plans to meet instructional pattern 
5 Discusses with teachers to identify best floor plan 
Submits chosen floor plan to get approval 

PRODUCTION FUNCTION. 

TO SHOOT PHOTOGRAPHS ON LOCATION 

Selects appropriate equipment to perform photographic 
assignment 

Selects appropriate film to perform photographic assignment 

Loads camera to prepar" for photography 

Loads equipment m car to deljver to location 

Drives to location to deliver equipment 

Discusses wiin client to clarify assignment 

Sets up tripod and camera to prepare for shooting 

Tests light level to set came-'a 

Operates camera to photograph 

Writes information on assignment to keep record 

TO PRODUCE VISUALS FOR PRESENTATION 

5 Reads script to develop overall view 

5 Discusses with author to clarify details of piesentatton 

5 Analyzes script to identify major ideas 

5 Rough ske.^hes images to convey message of script 

5 Discusses with author to get aporoval of storyboard 

5 Evaluates script to identify needed reaha 

TO PREPARE MATERIALS FOR TV 

5 Edits film footage to produce final film 
Operates nrrovie projector to show film 
Uses stopwatch to record running time of f^lm 
Splices film to produce continuous footage 

TO PRODUC ^DIRECT MOTION PICTURE 

5 Analyzes script to write shot breakdown 

Organizes shot breakdown to provide bhot sequences 

5 Analyzes production details to *vrite production plan 
Analyzes production plan to develop production budget 
Analyzes productiop plan to determine equipment needs 
Analyzes production plan to determine talent/crew needs 

5 Analyzes shot sequences ro determine needed location 
Searches m tiie to select suitable location 
Calls appropriate agency to schedule location 
Makes arrangements to transport crew/ta'ent to location 
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5 Surveys location to revtse shot breakdown 

'5 Gives instructions to sound crew to direct audio recording 

5 Gives instructions to camera crew to direct shots to be taken 

5 Gives instructions to talent to direct actton for shots 

5 Observes run-through to suggest improvements in film 

5 Evaluates take to accept or reject film 

Checks shot sequence to ensure all taken 

5 Gives instructions to have artwork produced 

5 Discusses with film editor to explain film concepts 

5 Advises film ediror to suggest improve lents 

5 Views sequences of film to approve rough cut 

5 Discusses with specialists to have rough cut approved 

5 Surveys market potential to decide on number of copies 

Gives instructions to lab to have pnnte produced 

TO COORDINATE PRODUCTION OF AUDIOTAPES 

Discusses with writers to improve audio standards 

Edits script to improve quality 

Analyzes script to assign pauses 

Operates tape recorder to produce scratch tape 

Reads script aloud to produce scratch tape 

Revises scratch tape to improve quality 

Operates stopwatch and recorder to time scratch tape 

Transmits scnpt to narrator to have tape produced 

Schedules preview session to play back audiotape 

Makes arrangements to produce duplicates of tape 

TO COORDINATE PRODUCTION OF SLIDE PRESENTATION 

ln'?-views client to clarrfy presentation details 
Writes standard production order tc coordinate production 
Writes time schedule to assign completion dates 
Reads material provided to separate into major ideas 
Rough sketches visuals to illustrate content outline 
Writes summary of major ideas to organize content 
Selects appropriate media to match media to content 
Chooses colors and styles to give continuity to presentation 
Writes instructions re color etc to inform production units 
Arranges storyboard cards by main ideas to assign frame 
numbers 

Arranges storyboard cards by labei to assign work to 
production units 

Discusses storyboard cards to clarify production details 
Searches stock files to choose existing slides 
Removes poor quality slides to improve production quality 
Operates camera to photograph complicated visuals 
Arranges slides m sequence to organize in prescribed order 
Operates slide projector to show raw presentation to client 
Reads script and shows slides to show raw presentation to 
client 

Discusses with client lo determine revisions needed 
Revises presentation to improve quality 

TO COORDINATE PRODUCTION OF FILMSTRIP 

5 Discusses with supervisors to determine curriculum needs 

Visits locality to obtain background information 
5 Writes learning objectives to coordinate filmstnp design 

Analyzes learning objectives to write rough scnpt 
5 Discusses with photographer to determine pictures needed 

Advises photographer to assist in location shooting 

Analyzes shdes to select suitable ones 

5 Evaluates slides and tape to improve quality of material 

6 Analyzes filmstrip to write teacher's manual 

L Analyzes catalogs and files to list related materials 
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TO COORDINATE PRODUCTION OF SOUND FILMSTRiP 

Reads assigned scnpt to assess work to be done 

Edits portions of script to reduce length and improve quality 

Revises script to follow design specifications 

Sequences slides using slide viewer to match concepts in 

script 

Rewrites portions of scnpt to match words to existing visuals 

Operates tape recorder to produce scratch tape 

Reads script aloud to produce scratch tape 

Listens to scratch tape to match audio and visuals 

Draws rough sketches to design title frames 

Discusses with art department to assign color and lettering 

Times scratch tape with stopwatch to assess length of tape 

Schedules meeting with director to show raw presentation 

Demonstrates scratch tape and shdes to obtain director s 

evaluation 

Discusses with director to determine revisions needed 

Revises scratch tape to improve quality 

Schedules meeting with writer to show raw pre:>entation 

Demonstrates scratch tape and slides to obtain writer's 

evaluation 

Discusses with writer to determr revisions needed 
Revises scratch tape to improve quality 

TO COORDINATE PRODUCTION OF SOUND FILMSTRIP 

Schedules meeting with directors to discuss proposal 
Recommends purchase of script to inrtiate production 
Reads script to ensure correct grammar 
Edits script to improve quality 

Chooses subject matter consultant to ensure valid content 
Asks subject matter consultant to have content validated 
Checks pictures against script to insure all visuals present 
5 Evaluates script to choose appropriate music and effects 
Calls talent to request them to audition 
Auditions-talent to choose most suitable 
Chooses appropriate narrator to obtain script narrator 
Chooses appropriate music to obtain background music 
Calls sound studio to schedule time for recording 
Evalua' '^s narrator's reading to suggest improvements 
Gives Signals to technical staff to produce audio recording 
Mixes narration tape and sound to produce finished tape 
Uses stylus to make acetate cut 

Times recording with stop watch to determine length 
^uts impulses on tape to produce pulsed tape 
^iitens to recording to insure complete and correct 
"" ives instructions to studio staff to have master made of 

-pe 

Ass-c^sses fee using union rates to pay narrator 
G cins layout to design record sleeve 

TO COORDINATE PRODUCTION OF MATERIALS FOR 
COURSE 

Interviews client to clarif\' presentation details 
Writes letters to past stuients To develop student profile 
Tabulates responses from letters to develop student profile 
Tabulates information to develop instructor profile 
lnterv,'iews client to develop lis: of subjects taught 
Questions client to iist extart materials available 
Reviews extant materials to select appropriate ones 
5 Arranges materials to organize into logical order 
5 Writes rough outline of content to develop course content 
Sketches rough visuals to illustrate course outline 
Interviews client to get approval of storyboard 
Selects appropriate media to match media to cont^^nt 
Estimates cost ^or each segment to develop cost analysis 
Adds estimated costs for segments to develop cos: analysis 
Interviews client to get approval of basic content 
Writes time schedule; to asstgn completion dates 
Defines PERT chart to assign completion dates 
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Arranges storyboard cards to assign work to production urirts 
Discusses storyboard cards to clarity production details 

5 Incorporates design elements to write text 

Evaluates materials produced to correct poor quality 
Arranges materials in sequence to organize m prescribed order 
interviews client to get approval of production 
G:ves instructions to have multiple Coptes produced 

5 Designs evaluation forms to pilot test instructional materials 
Requests teacher to have pilot test conducted 
Colle':ts responses from pilot to assess reactions to materials 

5 Revises instructional materials to <mpfove quality 

TO COORDINATE MASS PRODUCTION OF COURSZ 
MATERIALS 

Discusses with course developers to clarify details on 
production specifications 

Requests course developers to obtain size and type of program 
Evaluates list of contractors io select most appropriate 
Calls contractor periodically to enSLirt; product on time 
Discusses w:th supervisor to define shipping arrangements 
Observes packers lo ensure product shipped safely 
Calls producers to inform of mistakes m product 
Calls producers to request replacement materials 
Reads bill from producer to approve for payment 

TO IMPROVE PRODUCTION STANDARDS 

ColJects information on visual materials to develop guidelines 
Analyzes training materials to list weak areas »n visua's 
Writes visual standards ic develop guidelines 
5 Designs cou'Se to instruct tn visual communications 

Lists TV lighting requirements to write TV production manual 
Describes TV camera techniques to write TV production 
manual 

Describes placing of mikes to write TV production manual 
5 Advises on filmmaking techniques to inform field personnel 
Lists standards for audio to write audio production nnanua! 

TO WRITE COMPUTER PROGRAMS FOR CAI 

Drives To schools to consult with teachers 
5 Listens to teacher s description to understand concept 
5 Asks questions to develop sequence for program 
5 Suggests alternative approaches to define concept for program 

Examines program outline to decide programming language 
5 Designs flowchart lo develop sequence for program 
5 Analyzes steps m flowchart to translate into computer 

language 

5 Tests program in computer lo discover errors 
5 Rewrites program to eliminate errors 

Operates computer terminal to store program in memorv 

TO BUILD CCTV STUDIO 

5 Analyzes program needs to write design specifications 
5 Incorporates design specifications to draw floor plan 
5 Incorporates design specifications to write equipment 
specifications 

Calculates money available to compute budget 
Observes equipment m operation to assess performance 

5 Observes builders at work to ensure specifications are met 
Builds scundproof ce»lii^q to equip CCTV studio 

5 Hooks up equipment to equip CCTV studto 



EVALUATION-SELECTION FUNCTION. 
SUPPORT-SUPPLY FUNCTION. 
UTILIZATION FUNCTION. 

UTILIZATION-DISSEMINATION FUNCTION. 

TO MAINTAIN PROFESSIONAL STATUS/KEEP UP JN FIELD 

6 nedds books/journal articles to learn issues/new knowledge 
6 Joins professional associations to learn issueS' new knowledge 
6 Joins professional associations to develop professional 
contacts 

6 Attends conventions to learn issues/new knowledge 

5 Attends conventions to develop professional contacts 

6 Writes articles/convention papers to disseminate new ideas 
6 Writes articles/convention papers to gam recognition in field 
5 Discusses with colleagues to understand issues m field 

5 Discusses with colleagues to identify po^ tions in field 

Discusses with salesmen to become > urmed of new products 
Circulates fliers to inform staff of new products 
Maintains file of new equipment to k*^ep informed on 
Technology 

TO CONSULT ON MEDIA USE AND DESIGN 

5 Advises outside personnel to improve use of media 
techniques 

6 Exami '^ r building blueprints to suggest improvements 

5 Adviseb out? de personnel to improve training center design 
5 GiveG multi-media presentation to demonstrate use of media 
5 Discusses with audience to clarify media principles used 
5 Examines prototype materials to suggest improvements 
evaluate 

5 Serves on committees to disseminate information on media 
TO REPORT TO MANAGEMENT 

5 Analyzes work performed in unit to prepare work plans 
5 Assigns work weeks tc functions to prepare work Plans 
5 Estimates work :o be performed to prepare work plans 
5 Ar.aiyres work plans to develop supporting budget 
5 Develops staff time/outpu: budget to support work plans 
5 Writes progress reports to describe work perforired 

TO ADVJSE PRODUCT PLANNERS ON EDUCATION 
MARKET 

5 Compiles suggestions of educators to suggest new products 
5 Evaluates new product specifications to align with educational 
expectations 

5 Evaluates changes in products to determine effect on 

educational application 
5 Discusses with product planners to inform of educational 

needs 

TO FACILITATE FULLEST USE OF COMPANY PRODUCTS 

Identifies company products to inform educators 
5 Resolves usage problems to assist educators 
5 Conducts workshops on products to assist educators 
5 Identifies need to produce pamphlet on product 
5 Writes pamphlet to describe application of product 

Discusses with salesmen to inform on company p.-oducts 



TO ASSIST CONTENT SPECIALIST IN DEVELOPING 
MATERIALS 

5 Discusses with content specialists to define training probler 
5 Poses alternative responses to define training problem 
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5 Evaluates course outline to identify coherent segments 

5 Discusses wrth content specialist to develop associated task 

:ist 

Gives instructions to content specialists to describe use of 

learning modes 
5 Drafts lesson plan to meet training oroblem 
5 Discusses with content specialists to assist m TV program 

design 

5 Evaluates draft programs to assess methodology used 
TO TEACH BASIC AV COURSE 

6 Shows filmstnp to teach bc^uvioraf objectives 

5 Describes approach to leach behavioral objectives 

6 Conducts simulated task analysis to provide active learning 

5 Encourages wr?tmg of objectives and tests to teach through 
act«vi; learn.ng 

6 Describes media requirements to teach use of media tn 
instruction 

6 Describes group sue contingencies to teach use of meciia m 
instruction 

5 - Advises students to assist m teaching with media 

5 Advises students to assist m multi- media presentations 

Operates equipment to demonstrate equipment operation 
5 Teaches over CCTV to instruct m media production 
5 Teaches over CCTV to instruct in graphics technique 

Operates TV camera to record session for JTV 
5 Advises students to inform or» graohics techniques 

Operates movie camera to demonstrate to students 
5 Advises students to assist in maktng film 
5 Administers pre- and post tests to reinforce teaching 

Administers media skills test to evaluate student penr -mance 
5 Advises students to better master teacher relations 
5 Advises students to inform on courses to take 
5 Gives mutti-media presentation to demonstrate use of medra 

Operates movie projector to show exemplary movies 
5 Discusses with students to cJanfy media principles 

TO TEACH PHOTOGRAPHY COURSE 

Writes lesson plans to organtze course content 
Writes statement o: process to describe how to do 
photography 

Operates copy ca'nera to make slides of equipment 
Writes objectives to p/oduce mediated presentation 
5 Selects slides to arrange in logical sequence 

OptrGtes tape recorder to produce rape for presentation 
Operate: amera to demonstrate exposure 
Develops him to demonstrate film development 
Develops negatives to demonstrate development 
Exposes contact prints in frame to demonstrate exposure 
Operates slide projector to show exemplary slides 
Discusses with students to clarify elements of composition 
Discusses with students to clarify lenses^ settmg decisions 
Supervises use of camera to provide experience m 
photography 

Discusses pictures to clarify compoStMon setting 



COMPETENCIES 

FOR SPECBALiSTS 
IN 

INSTRUCTIONAL 
PROGRAM DEVELOPMENT 

ORGANIZATION MANAGEMENT FUNCTION. 

TO ORGANIZE AND REORGANIZE ORGANIZATION 
STRUCTURE TO MBET GOALS 

7 Reads organization charter to identify organization goals 
7 Translates goals to identify broad objectives 

6 Speaks to colleagues to evaluate broad objectives 

7 Writes paper to identify new organization objectives 

6 Translates objectives to formulate organization functions 
6 Confers with colleagues to evaluate appropriateness of 
functions 

5 Analyzes relations between functions :o develop functional 
matrix 

6 Confers with colleagues lo evaluate mclusiveness of matrix 
6 Writes paper to revise functional matrix 

6 Translates functional matrix to identify needed structures 

6 Analyzes current structures to compare with needed structures 

6 Analyzes current structures to determine weaknesses 

7 Formulates organizational strategies to overcome weaknesses 
6 Translates strategies to define new struclures/operations 

6 Analyzes new structures/operations to determine tf they 

facilitate functions 
6 Translates new structures/operations to formulate new 

structure matrix 
6 Analyzes budget to determine structure constraints 
6 Analyzes facilities to determine structure constraints 

5 Analyzes staff interests to determine structure constraints 

6 Rewrites matrix to include constraints 

6 Compares structure and function matrices to evaluate structure 
matrix 

5 Confers with colleagues to evaluate structure matrix 

6 Writes paper to revise structure matrix 

6 Reads matrix to define relations between dimensions 

5 Analyzes relations and functions to define duties of personnel 
b Analyzes relations and functions tc define interaction of 

personnel 

6 Analyzes relations and functions to define lines of 
commur 'cation 

6 Writes paper to explain new structure 

5 Confers with colleagues to evaluate new sfucture 

5 Lisi- ns to feedback to revise structure 

5 Rewrites paper to revise structure 

5 Selects personnel to hii key positions in structure 

TO PLAN PROGRAMS/PROJECTS 



5 Reads project reports to identify current work 

5 Discusses projects with staff to identify future priorities 

5 SpetTks to staff to identify project interests 

5 Speaks to colleagues to become involved m new ventures 

6 Compares interests with organization philosophy to ensure 
compatibility 

5 Rea'ls newsletters, financial statements tc identify possible 
funding sources 

5 Reads budget to "dent.fy tntemai support money 

6 Synthesizes discussion to propose department programs 
. Drc;ects 
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6 Writes paper lo present department programs/projects 

5 Talks with staff to evaluate programs/projects paper 

6 Identifies constraints on programs to decide on program 
feasibility 

6 Selects programs/projects for department to plan work for year 

TO INITIATE AGENCY-FUNDED PROJECT 

5 Reads assigned outline to clarify general idea of project 
5 Asks questions to clarify general idea of project 

Writes to agency to request guidelines for proposal 
5 Reads previous proposals to obtain background information 

5 Analyzes proposal guidelinRS to write text of proposal 

6 Writes draft proposal to request agency fur^ds 

6 Rewrites proposal to align with organization intere*;t 
5 Analyzes staff needs to determine staff salary needs 
Analyzes pay schedules to compute staff budget 

5 Identifies appropriate staff to staff proposed program 
Assesses equipment needs to compute equipment budget 
Assesses materials needs to compute materials budget 
Operates adding machine to compute total budget 
Submits proposal to contracts office to acquire overhead 
figures 

Writes uD budget to support proposal 

Circulates p'-oposal to acquire appropriate signatures 

Submits proposal to admintstrdlion to approve for submission 

6 Discusses with agency personnel to negotiate details of 
changes 

5 Writes brochure to describe proposed program 

TO ADMINISTER TRAINING CENTER 

5 Assesses expenditures to write financial plan 
5 JL';tifies expenditures to acquire funds for or^eration 
5 Assesses cost benefits of training to inform management 
5 Writes memos to management to acquire funds for operation 
5 Negotiates with management to acquire funds for operation 
5 Negotiates with management to institute open purchase 
account 

5 Listens to staff discuss problems to resolve organizational 
problems 

5 Asks questions of staff to resolve organizational problems 
5 Makes decision on action to resolve organizational problems 

5 Assesses draft training materials to make production decision 
Routes incoming correspondence to assign for action 
Reviews purchase orders to approve for purchase 
Reviews bills to certify for payment 

6 Conducts staff meetings to transmit information to staff 

TO ADMINISTER/DIRECT PROJECT 

7 Conceptualizes idea for project to meet progr---^ goals 
5 Rereads contract to define desired outcomes 

5 Analyzes goals of project to define needed activities/product*^ 
5 Speaks to technical workers to ascertain amount cf time 
needed 

5 Speaks to technical workers to ascertain jobs to be done 
5 Speaks to technical workers to ascertain workers needed 

5 Assesses cost restraints to determine limits of project 

6 Writes tentative work plan to design project 
6 Assigns staff to project to meet goals 

5 Analyzes relations of activities to develop PEhT schedule 
5 Analyzes time for each activity to devi?lop PERT schedule 
5 Analyzes project hmils to develop P5R1 schedule 
5 Assigns completion dates to design project deaclines 

Writes chart to formalize PERT schedule 
5 Speaks to technical workers to explain PERT chart 

Speaks to technical workers to inform of deadlines 
5 Speaks to technical workers to review progress periodically 
5 Observes staff work/products to evaluate work performed 
5 Listens to outside input to improve product 
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5 Reviews work m progress to keep self informed 
5 Discusses with staff to solve problems re product 

5 Compares product/activities with goals to evaluate proiect 
performance 

6 Analyzes problems m project to plan changes m project 
direction 

6 Makes decision to terminate project to minimize wasted effort 
5 Reviews project progress to present report to .-^ jnagement/ 
customer 

5 Translates technical language to describe project lo 

management/customer 
5 Speaks to management and customer to present project 

progress 

5 Writes report to project to present progress to management/ 
customer 

5 Compares product/activities with goals to assure quality of 
work 

5 Compares product/activities with goals to suggest 
improvements 

5 Writes final report on project to disseminate findings 

5 Edits report on project to disseminate findings 

TO ADMINISTER TRAINING COURSE 

Writes announcements to publicize course 
Schedules classrooms to reserve for course 
Identifies teaching personnel to assign to course 
Discusses with teaching personnel to clarify teaching 
assignments 

6 Evaluates teaching to assess work of teaching personnel 
Discusses with teaching personnel to evaluate success of 
course 

PERSONNEL MANAGEMENT FUNCTION. 
TO STAFF PROJECTS 

6 Analyzes goals of project tu define activities to be done 
5 Analyzes budget to determine resources available 
5 Translates project activities to develop job descriptions 
5 Estimates staff needs to fill described jobs 

Calls placement agency to inform of staff needs 

Calls colleagues to inform of staff needs 
5 Reads resumes to select aoplioants for interview 
5 Selects short list of applicants to do initial interviewing 

Calls applicants to set time and place for interview 
5 Describes project and company to initiate job interview 

5 Questions applicant to ascertain qualifications 

6 Evaluates applicants to make staff selection 
Calls selected applicant to noti?y of selection 
Writes form letter to inform applicants of rejection 
Tells secretary to transmit letter to applicants 

RESEARCH-THEORY FUNCTION. 

TO CONCEPTUALIZE THEORETICAL MODELS 

Perceives problem, in field to identify general research problem 

7 Analyzes general problem to identify specific problem areas 
6 SetecTS problem areas to limit specific problem 

6 Analyzes problem areas to define specific problem 

5 Combines specific problem factors to make concise problem 
definition 

6 Translates problem statement to identify solution parameters 
6 Reads problem/solution parameters to brainstorm solutions 

6 Discusses problem with coJIeaoues to bramstorrr-. .olutions 

7 Combines ideas to generate new ideas 

7 Translates ideas to other forms to generate new ideas 
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6 Seeks out research •nformatton to support/negate alternative 
ideas 

7 Seeks out research rnformation to penerate new df, 

5 Compares solutions/information to evaluate proposed 
solutions 

6 Compares solutions/information to generate new solutions 

6 Synthesizes proposed solutions to conver<3e on tentative model 
5 Discusses modeJ with colleagues to run rea' . , test of model 
5 Compares model with known data to run re ^lity test of model 

5 Analyzes reality test results to revise model 

6 Writes paper to descnbe model 

TO CONDUCT RESEARCH PROJECT 

7 identifies general problem to provide basis for research study 
5 Reads journals to identify appropriate funding sources 

5 Contact:; colleagues to identify appropriate funding sources 

6 Writes proposal to obtain funds for research study g 

7 Formulates specific hypothesis to conduct research study 
6 Designs research methodology to test hypothe-iis 

5 Reads proposal to identify proiect obiective? 

5 Analyzes objectives to define project activities 

5 Analyzes activities to determine time for each activity 

Combines times to develop project timeline 

Develops budget to support research project 

Transmits proposal to funding to obtain funds for research 

study 

5 Negotiates with funding source to clarify derails of proposal 
5 Reads resumes of current staff to identify possible project staff 

5 Speaks to current staff to identify possible project staff 

6 Compares capabilities with needs to select project staff 
5 Matches staff to activ: -s to identify c;aps i^: staff 

5 Reads file of prospective staff to attempt to fill staff gaps 

5 Speaks with prospective sta'f to evaluate qualifications 

6 Compares applicants to select staff 

5 H>res personnel to staff research project 
5 Explains project to staff to tram staff 

5 Explains tasks to be done to tram staff 

Contacts individuals or schools to obtain subjects for study 

6 Develops treatment to create experimental conditions 
6 Develops instruments t«^ measure effects of treatments 
5 Administers treatment/instrument to collect data 

Collates data to measure effects of treatments 
5 Analyzes data to measure effects of treatments 
5 Supervises personnel to ensure correct data collection 
5 Supervises personnel .o ensure correct data collation 

5 Supervises oersonnel to ensure correct data analysis 

6 Interprets data to evaluate validity of hypothesis 

5 Listens to staff to solve project problems 

6 Stales alternative solutions to solve project problems 
6 Selects best solution to solve project problems 

6 Wntes progress reports to inform monitor of progress 

5 Reads progress reports to evaluate project progress 

6 Writes final reoon to disseminate research findings 

ransmits repon to funding source to disseminate research 
findings 

6 Writes articles to disseminate research findmgs 

6 Designs presentations to disseminate research findings 

5 Reads papers at conventions tc disseminate research findMiqr; 

TO ANALYZE RESEARCH DATA 

Speaks with researcher to understand data to be analyzed 
5 Reads research proposal to understand type of data collected 
5 Reads research proposal to understand study objectives 
5 Translates objectives to define categories of responses 
5 Reads data to deT»?rmine if categories fit 
5 Classifies each response to put responses into categories 

Counts responses m each category to summarize datci 



ERIC 



6 Analyzes objectives/data type to select statistical formula 
5 Reads formula to define computation sequence 
5 Translates data into formula to perform statistical analysis 
Operates calculator to perform statistical analysis 
Reads statistical tables to perform statistical analysis 
Compares data analysis with tables to determine significance 
of data 

5 Examines objectives/data analysis to interpret meaning of data 

6 Writes paper to explain outcome of study 

TO IMPROVE STANDARDS OF RESEARCH PROJECTS 

5 Defines basic/applied research to design guidelines for 
r'*''L:arch 

5 Designs staridard test formats to design guidelines for research 

5 Specifies resources available to design guidelines for research 

6 Designs systemotic procedures to design guidelines for 
research 

6 Advises researchers to mfo;m on psychological principles 

TO RESEARCH LEARNING STRATEGIES FOR CAI 

6 Reads research kterature to select relevant learning theories 
6 Selects experimental CAI materials lo run learnmg strategy 
experiment 

5 Reads CAI rriaterials to identity computer's part 
5 Speaks to students lo arrange for lesson simulation 
Operates tape recorder tc record lesson simulation 

5 Asks questions from CAI lesson to try out lesson 
Writes <>tudent responses to try out lesson 
Analyzes mistakes to identify need for tutorial help 

6 Formulates strategy to help student to correct mistakes 
5 Talks with studerit to try out tutorial strategy 

5 Analyzes student responses to determine success of strategy 

6 Formulates another strategy to correct mistakes 
5 Talks with students to try out second strategy 

5 Analyzes students responses to determine success of strategy 
5 Speaks to student to end lesson simulation 
5 Listens to tapes of student sessions to summarize tutorial 
strategies 

5 Analyzes tutorial strategies to identify common elements 

5 Analyzes tutortal strategies to identify successful elements 

6 Analyzes common/successful elements to denve general rules 
6 Analyzes research literature/tutor behavior to derive 

specifications for CA' tutor system 
5 Translates tutor system specifications to develop decision 
model 

5 Translates decision model to develop programming flowchart 
Translates programming flowchart to wr^te computer program 
Operates computer terminal to print out tutorial strategy 
Reads print-out to check program 
5 Speaks to students to arrange for lesson simulation 
5 Observes students' interaction with lesson to try out lesson 
5 Observes effect of tutonal strategies to try out lesson 

5 Analyzes student errors to evaluate lesson/tutor strategies 

TO PERFORM RESEARCH ON EFFECTIVENESS OF ITV 

6 Analyzes current instructional pattern to identify ways of 
improvement 

6 Lists new instructional patterns to identify ways of 

I mprovement 
5 Selects ITV to improve learnmg process 
5 L'Sts characteristics of IT^ tc ir*entifY parameters 

5 Writes research plan to tes' v'.ectiveness cf ITV 

6 Defines objectives to design research project 

5 Discusses with content specialist ?o adapt courbC to TV script 

5 Analyzes existing lesson tc set objeclives 

5 Analyzes existrng test to design p^^st-test 

5 Analyzes script to design visuals for TV 

Discussef* with artist to clarify visuals needed 
Rehearses pre<ientation to direct VTR production 
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Directs talent and crew to d>rect VTR production 
Selects experimental group to measure effects of reatment 
Selects" control group to measure effects of treatment 
Teaches conventional lesson to measure effects of treatment 

5 Analyzes test results to compute effectiveness of TV 
Compares test group with control to analyze effects of 
treatment 

Measures time taken to compute time saved 
Measures costs of instruction to compute money saved 
Computes money/time saved to determine cost effectiveness 

6 Writes report to disseminate findings 

TO CONDUCT RESEARCH ON EFFECTIVE TR>MNING 
TECHNIQUES 

7 Designs research methodology to organize procedures of 
proiect 

5 Discusses with school district to implement experimental 
approach 

6 Translates theoretical model to develop teacher Dehavior scale 
5 Ooserves teacher behaviOr to code according to scale 

5 Cooes tearher behavior tj categorize according'to sca^e 
5 Performs statistical analvsis on data to quantify teacher 
behavior 

5 Compares observed behavior to mode j identify teacher 
behavior problems 

6 Designs alternate training strategies to teach new teacher 
behaviors 

5 Supervises training conferences tc teach new teacher 
, behaviors 

5 Observes teacher behavior to determine training effectiveness 

6 Analyzes theoretical mode! to determine appropriate student 
behavior 

5 Observes student behavior to code according to scale 

5 Codes student behavior to determine teaching effectiveness 

6 Translates theoretical model to develop attitude scale 
Asks teachers to fill out scale to gather data on attitude 

5 Performs statistical analysts to measure teacher attitude 
5 Performs statistical analysts to analyze data 

5 Interprets analyzed data to identify most effective technique 

TO PERFORM FEASIBILITY STUDY ON NEW EQUIPMENT 

6 Analyzes idea for new equipment to develop method for 
feasibility study 

6 Develops methodology to design feasibility study 

6 Writes general specifications to design prototype equipment 

5 Asks questions of engineers to determine technical 
spectfications 

6 Draws concrete plans to design prototype equipment 
Calls production department to have prototype produced 

5 Demonstrates operation of prototype to get feedback on 
performance 

6 Revises cit:sign plans to improve prototype 

Calls production department to have prototype revised 
5 Assesses potential market to develop product cost data 
5 Calculates matenals/labor costs to develop product cost data 

Divides cost by market to determine unit oroduct cost 
5 Identifies similar products :o determine competition 
5 Compares unit product cost to determine product 

competitiveness 

5 Analyzes market^cost' competitfOn to make recommendation 

6 Writes report to dissem.nate results cf study 



TO CONDUCT SURVEY OT MEDIA USAGE 

Copies from mvenrory to fist equipment and materials 

5 Analyzes survey objectives to compile usage questions 

6 Analyzes survey obiACilves to compile response categories 
Copies information from list to address questionnaire 
Checks list to note returned questionnaires 

Prepares tally sheet to sumrqanze data 

Tallies responses to summanze data 

Writes summary of data to report \p supervisor 

DESIGN FUNCTION. 

TC GN INSTRUCTIONAL MATERIALS FOR COURSE 

6 L t;s with instructors to define training problem 

6 D- JS critical incidents to define training problem 

5 Specihes tasks to identify terminal behavior 

5 Defines objectives for course to identify terminal behavior 

5 Writes Overall design for course to Organize content 

5 Prescribes content area of course to organize content 
Defines entry behavior of students to determine content 

6 Writes technical draft to define training problem 

6 Discusses with instructors to identify teaching strategy 
6 Rewrites technical draft to improve training program 
5 Designs pre- and post-tests to evaluate effectiveness of 
program 

Evaluates extant materials to identify suitable content 
5 Selects appropriate materials and media to organize course 

Researches in literature to locate examples of simulation 
5 Designs role plays to mee* training need 
5 Teaches course to evaluate effectiveness of materials 

TO DESIGN PROGRAMED INSTRUCTION MATERIALS 

5 Discusses with client to define problem area 

5 Questions citent to delimit problem area 

5 Reads client's current materials to research p -y- area 

5 Analyzes subject matter to identify segments jgraming 

5 Discusses with client to define target population 

5 Analyzes potential audience to state assumptions about 
learnerN 

5 DiscL>ies =1^ oii'^rnt to define general objectives 

5 Ana^vee'^ subjc -^tter to state broad objectives 

5 Perfc" s tjsk sis to Organize content 

5 Restci: -'^ i>ts to design flow chart 

5 Analyze;'' finv. • S.iii to write behavioral objectives 

5 Discusses with client to reftne behavioral objectives 

5 Discusses with client to identify essential o::;iectives 

5 Listens m mo3tmg to understand political aspects 

5 Dtscusses with content expert to understand content 

5 Discusses with client to reconcile conflicts in data 

5 Discusses with client to revise behavioral oCjectives 

5 Analyzes objectives/flow chan to wnte content oudine 

5 Wr;tes brief draft of program to organize contenr 

5 Analyzes content outline to select appropriate media 

5 Analyzes content outline to select model/paradigm 

5 Reviews content to sequence presentation 

5 Analyzes content to determine units and frames 

5 Translates objectives/content to write program frames 

5 Revises draft of program to reduce step size 

5 Analyzes objectives to write pre- and oost-tests 

5 Locates technical information to design visual chart 

5 Analyzes technical information to design visual char: 

Organizes pilot test to try out program 

5 Evraluates pilot performance to evaluate program effectiveness 

5 Revises program to improve quality 
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TO DESIGN MATERIALS FOR INSTRUCTOR TRAINING 
COURSE 

5 Analyzes task list to group m logical clusters 

5 Analyzes task groups to expand into objectives 

6 Writes behavioral obieciives to organize unit content 

5 Analyzes behavioral objectives to select method of instructton 

5 Design*; content of unit to fulfill components of objectives 

5 Writes instructor act.vities to clarify and e>^pand course contcnr 

5 Decides on use of visuals to illustrate content 

5 Writes summary of lesson to clarify lesson content 

5 Teaches f^lot lesson to time length 

5 Writes supplementary handbook to assist m teaching course 
5 Designs evaluation sheets to ehcit student reaction to 
materials 

5 Pilot tests to evaluate effectiveness of materials 
5 Analyzes evaluation sheets to assess student reaction 
5 Revises instructional materials to improve quality 
Give.i instructions to havfi materials distributed 

TO COORDINATE DESIGN OF INSTRUCTOR TRAINING 
COURSE 

5 Discusses with director to outline course design 
Identifies planning task force to develop task list 
5 Plans conferences to develop task list 

5 Discusses with course writers to develop behavioral objectives 
5 Writes operations plan to organize course development 

5 Estimates time factors to organize course development 
Selects Site for pilot test to evaluate effectiveness of course 
Discusses with training officer to arrange for pilot test 

6 Critiques draft course materials to improve quality 
Discusses with publications to organize mass production 

5 Esttm^tes number of copies needed to inform publications 
5 Writes memos to fieid personnel to inform on progress of 
course 

5 Conducts briefings to inform on progress of course 

5 Writes report to management to inform on progress o* course 

5 Des.gns evaluation forms to evaluate effectiveness of course 

TO WRITE UNIT FOR INSTRUCTOR COURSE 

5 Analyzes learning modes to list characteristics 

5 Assigns modes to objectives to provide model for mstrucTron 

5 Analyzes lesson plan construction to list characteristics 

5 Designs sample lessc- • ' '^s to provide model for instruction 

5 Analyzes test const: 'ist characteristics 

5 Designs sample te5.:^ -e modets for mstructton 

TO WRITE INSTRUCTORS GolDE FOR INSTRUCTIONAL 
MATERIALS 

5 Analyzes objectives to restate more fully 

5 Assesses time --oent m pilot to indicate time for items 

Analyzes coniert and time to write schedule 
5 Analyzes unprogramed segments to write lesson plans 
5 Analyzes objectives to write pre-test 
5 Analyzes objectives to write practice exercises 
5 Analyzes objectives to write roi'e plays 

TO COORDINATE DESIGN OF AUTOMATED PRESENTATIONS 

5 Identifies held personnel to select program^developers 

6 Evaluates written program to suggest improvements 
6 Asks clarifying questions to suggest improvements 

6 Analyzes step Size to evaluate written program 
6 Suggests revistons to improve written program 

Discusses with producer to clarify production details 

Analyzes script to assign pauses and tape stops 



5 Examines draft visuals to assess correlaiio with script 
5 Analyzes program to assess logical development 

5 Chooses subjects to test out prototype program 
Schedules testing session to test out prototype program 

6 Evaluates results from test to rest out prototype program 

TO DEV&LOP INSTRUCTIONAL PACKAGES FOR 
tNDIViOUALlZED INSTRUCTION 

Negotiates contract with customer to initiate projec 
development 

5 Instructs customer m II to define problems tr. process 
5 Instructs customer in l( ro define changed concepts of 
instruction 

5 Instructs customer in II to define effects on curriculum 
5 Instructs customer in II to dehne new role of testing 
5 Consults with client to determine client roles 
5 Consults with client to determine company roles 
5 Instructs customer tn logistics to define wo'k/ money' time 
relationships 

5 Questions client to dehne wants/needs and their relationships 
5 Consults with client to feedbac^^ goals for project 
5 Analyzes instructions: setting to dehne learning environment 
5 Analyzes piotect goals to define criterion performance 
5 Translates criterion performance to dehne learning objectives 
5 Analyzes current content to decide if teaches to ob,'Pctives 
5 Analyzes current content to determine procedures learner must 
do 

5 Analyzes current content to dehne alternative procedures 
5 Synthesizes objectives content to dehne needed new content 
5 Extrapolates from content/objecttves to define teaching 
strategies 

5 Translates teaching strategies to make media selections* 

Coordinates materials procurement to provide needed audio 
and visuals 

5 Reads f^na! script to edit content/sequence ambiguity 
5 Writes introciuction to materials to describe materials 
utilization 

5 Plays role of student to held-test materials 

Speaks to client to set up review panel 
5 S^^ows materials To client to obtain review and comments 

5 Translates suggestions to rnska revisions 
Sends materials to client to fu hll contract 

TO DESIGN MULTI-MEDIA PRESENTATIONS 

6 Looks at organization projects to find production "Opportunity 

5 Identifies projects related to idea to hnd production opportunity 
5 !dent^^es amenable project directors lo hnd production 
opportunity 

5 Speaks to project directors to persuade to produce 
presentation 

5 Discusses with project director to ascertain audience/objective 

5 Calls associate to obtain design assistance 

7 Examines meaning of idea to clanfy presentation subject 
7 Considers philosophy behind idea to clarify presentation 

subject 

6 Considers ways of presenting to clarify presentation subject 
6 Considers media involved to clarify presentation subject 

6 Anf>!yzes presentation subject to write general objeciives 

5 Breaks down general objectives to dehne behavioral objectives 

6 Conceives ways of meeting objectives to de»/elop trearment 
6 Translates objectives^treatment to determine ijequenc*=? 

6 Translates obiectives/treatment to determine content 
6 Translate:, objectives' treatment to dete'mme media 
5 Synthesizes objectn/es/sequence/content/media to develop 
presentation outUne 



5 Synthesizos objectives/sequence/content/media to determine 
needed vrsuals 

5 Synthesizes objectives/sequence/content/ media to determine 
needed audio 

5 Synthesizes objectivos/soQuonce/content/medta to determine 

odors, tastes, touches 
5 Compiles* needed sensory inputs to develop storyboard 
5 Translates ^storyboard *o develop presentation specifications 

5 Transmits specifications to production function to have 
presentation produced 

TO IMPROVE INSTRUCTION THROUGH SYSTEMS 
APPROACH 

6 Listens <-nd watches professor lo analyze teaching technique 
6 Observes student behavior to analyze teaching technique 

Operates tape recorder to record class procedures 
Uses tape recorder and typewriter to make transcript of 
proceedings 

6 Analyzes lecture to derive objectives for course 
6 Discusses with professor to confirm validity of objectives 
6 Analyzes derived objectives to define conditions for learning 
5 Discusses with students to ascertain visuals needed 
5 Rough sketches vtsuals to illustrate course content 
5 Locates artifacts in museum to illustrate course content 
5 Locates visuals in books to illustrate course content 
Operates copy camera to make slides of visuals 

5 Locates commercial materials to illustrate course content 
Writes to producer to request materials for preview 
Operates movie projector to preview film 

6 Arranges materials tn sequence ro illustrate course content 

TO DESIGN EQUIPMENT SYSTEMS 

5 Analyzes goals organization to oeiermine communication 
needs 

5 Translates communication needs to identify technical systems 
5 Writes general specifications to describe technical systems 
5 Analyzes other equipment systems to determine external 
constraints 

5 Analyzes physical facilities to determine physical contraints 
5 Analyzes monetary considerations to determine financial 
constraints 

5 Analyzes constraints to identifv/ alternate systems 
5 Analyzes constraints to identify alternate formats 

Examines alternate systems to develop initial budget 
5 Projects system growth to develop projected budget 

Dtscusses with engineer to determine interface of systems 
Reads technica' fliers to identify components of SYS''em 
Reads technical fliers to dete''mine electrical interface 
Reads technical fliers to deteimine physical interface 
Selects components to meet interface requirements 
Analyzes physical constraints to draw physical schematic 
Analyzes electrical details to draw wiring diagrams 
Writes detailed specifications to describe system components 

TO DESIGN IMPROVED TRAINING EQUIPMENT 

5 Writes cnterra for neec'ed device to ensure compatibility with 
system 

5 Translates criteria for device to develop technical specifications 
5 Compares devices with technical specifications to choose most 
appropriate 

5 Designs prototype device !o meet technical specifications 

5 Assembles prototype to test design feasibility 

5 Assigns prototype to field center to test design feasibifity 

Performs cost analysis to compute cost product data 
5 Wntes technical specifications for contract to initiate production 

of devices 



TO DESIGN NEW FACILITIES 

5 Analyzes work to be done to specify design needs 

Analyzes equipment systems to determine space requirements 
Examines currer.r floor plans to determine space constraints 
Analyzes budget to determine cost constraints 
Analyzes physical construction to detejmine physical 
constraints 

Analyzes equipment specifications to determine special 
requirements 

Visits other facilities to get ideas for design 

Reads literature to identify best designs 

Draws rough floor plan to communicate design needs 

Discusses with architect to clJnf/ design needs 

Examines blueprints to suggest improvements 

TO PLAN INSTRUCTIONAL SPACE 

5 Discusses v/ith teachers to identify instructional pattern 
Analyzes instruclional pattern to determine space needs 
5 Draws floor plans »o meet instructional pattern 
5 Discusses with teachers to identify best floor plan 
Submits chosen floor plan to get approval 

PRODUCTION FUNCTION. 

TO COORDINATE PRODUCTION OF MATERIALS FOR 
COURSE 

Interviews c!:ent to clarify presentation details 
Writes letters to past students to develop student profile 
Tabulates responses from letters to develop student profile 
Tabulates information to develop instructor profile 
Interv'ews client to develop list of Subiects taught 
Questions client to list extant materials available 
Reviews extart materials to select appropriate ones 

5 Arranges materials lo Organize into logical order 

5 Wntes rough outline of content to develop course content 
Sketches rough visuals to illustrate course outline 
Interviews client to get approval or storyboard 
Selects appropriate media to match media to co.iten; 
Estimates cost for each segment to develop cost analysis 
Adds estimated costs for segments to develop cost analysis 
Interviews client to get approval of basic content 
Writes time schedule to assign completion dates 
Defines PERT chart to assign completion dates 
Arranges storyboard cards to assign work to production units 
Discusses storyboard cards to clarify production details 

5 Incorporates design elements to write text 

Evaluates materials produced :o correct poor quality 
Arranges materials in sequence to Orgaruze in prescribed order 
Interviews client to get approval of production 
Gives instructions to have multiple copies produced 

5 Designs evaluation forms tc pilot test instructional materrals 
Requests teacher to have pilot test conducted 
Collects responses from pilot to assess reactions to materials 

5 ' Revises instructional materrals to improve quality 

TO COORDINATE MASS PRODUCTION OF COURSE 
MATERIALS 

Discusses with course developers to clarify details on product 
specifications 

Requests course developers to obtain size and type of program 
Evaluates list of contractors to select most appropriate 
Calls contractor periodically to ensure product on time 
Discusses with supervisor to define shipping arrangements 
Observes packers to ensure product shipped safely 
Calls producers to inform of mistakes in product 
Calls producers to request replacement matenafs 
Reads bill from producer to approve for payment 
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TO WRITE ACTIVITY FRAMES 



TO DEVELOP EVALUATION MOOELS AND TECHNlOUES 



Analyitss script to choose '^ey concepts 
Selects key words to present to students to Jefire 
Selects topics to present for review and discussion 
Selects topics to present fof enrichment activity 
b incorporates design elements to write activity frames 

Gives directions to srt department to make slides into test pnnt 
Discusses with audio director to decide on music and sound 
effects 

TO WRITE COMPUTER PROGRAMS FOR CAI 

Drives to school to consult with teachers 
5 Ljstens to teacher^ descrtption to understand concept 
5 Asks questions to develop sequence for program 
5 Suggests alternativt; approaches to define cor^cept lor program 

Examines program outline :o decide programing language 
5 Dt"-.igns flow chart to develop sequence for program 
5 Analyzes steps m Tow chart to translate into comfjuter 

language 

5 Tests pro.^.'3m in computer :o discover errors 
5 Rewrites program to eliminate errors 

Operates computer terminal to store program in memor\' 

EVALUATION-SELECTION FUNCTION. 

TO DEVELOP A CLIMATE SUPPORTIVE OF EVALUATION 



5 Reads key educational mals to assess attitudes to 
evaluation 

5 Talks to education, -eaders to as<ess attitudes to evaluatton 
5 Speaks to client group to identify special problems 
5 Speaks with client group tc develop rapport with group 
5 Instructs client group to explain purposes of evaluation 
5 Instructs client group lo explain role of evaluator 
5 Discusses with client group to answer questions regarding 
evaluation 

5 Discusses with client group to emphasize non-threateniPL^ 
evaluation 

5 Speaks with individual members to reduce specific inhibitions 

5 ■ Speaks with client group to mvite participation in evaluation 

TO PLAN AND FOCUS PROJECT EVALUATION 

6 Reads project proposal to determine objectives to be evaluated 
5 Analyzes project personnel/organi^ation to determine decision 

makers 

5 Speaks vvit*^ decision makers to define decisions to be made 

6 Translates project proposal/reports to specify Project 
assumptions 

5 Translates project proposal/ reports to specify criteria for 
decision 

5 Observes project m operation to learn project procedures 
5 Speaks with project staff to learn project procedures 
5 Translates objectives to specify student behaviors 
5 Reads proposal to determine dates for evaluation reports 
5 Reads proposal to determt- audience for reports 

5 Reads research literature j ^entify similar evaluation projects 

6 Synthesizes needs/evaluation knowledge to develop 
evaluation plans 

5 Speaks to content/technical experts to obtain review of 
evaluation plans 

6 Translates evaluation plans to identify specific evaluation 
activities 

5 Analyzes activities to determine staff/ti me "^sources 
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5 Discusses with client or associates to -dentify evaluation 
problem 

6 Analyzes audience for information to determine characteristics 
6 Analyzes evaluation prooiem to determine decisions to be 

made 

6 Analyzes decisions tc be m^ide to dete- mine r-fcrn-.cition neiids 
Analyzes time limits to determine time constraints 

5 Analyze- manageabilitv of projed to determine constraints 
Analyzes study costs to determine money constraints 

6 Translates information neec^s identify values to be n^easured 
6 Formulates value parameters ;o select behaviors reflecting 

values 

6 Sets prtOriTtes amonc values to assir^n importance to behaviors 
C Selects appropriate u.^iicarors to measure values and behaviors 
6 Translates indicators to develop criteria for evaluation 
instrument 

6 Compares instruments criteria to select G\.aluaTion instrument 

5 Translates cniena to develop needed evaluation instrument 

6 Designs da:a collection strategy ro obtain measures of 
indicators 

5 Sets up data processing procedure to analyse data 
5 Sets up data translation procedure to obtain answers from data 
b Translates model decisions to put in mathematical format 
5 Translates model decsions to put in graphical forma: 
5 Compares model and objectives to test model effectiveness 
5 Compares model and client needs to test if nnode 
communicates 

Analyzes cost of model to deternnine if feasible 
5 Runs s;r:mple data through model to field test for accuracy 

5 Applies model to other projects to test whether generahzable 

TO COLLECT, PROCESS. ANALYZE. AND INTERPRET 
EVALUATION DATA 

b Reads evaluation model instrument to become aware of 
information needs 

6 Reads evaluation model 'instrument to identify sources for 
evaluation data 

Calls school to arrange for evaluation data col^^-ction 
6 Writes methodology to collect evaluation data 
6 Formulates sampling procedure to collect evaluation data 
6 Selects time schedule to collect evaluation data 
5 Instructs personnel to collect evaluation data 

5 A:!ninisters instrument to collect evaluation data 
Records responses to instrument to coMec * ovaluation data 

6 Writes format to code evalua:ion data 

Compares responses and answer key to score evaluation 
instruments 

Calls computer center to arrange for data processing 
5 Reads computer progr.?m library to select computer program 

5 Supervtses data processing lo translate data to usable format 

6 Reads evaluation model to select statistical procedure 
5 Supervtses data processing to analyse evaluation data 

7 Translates results of analysis to interpret meaning of data 

5 Compares data and objectives to provide answers to study 
questions 

7 Translates answers to questions to indicate alternative ac:.on 
steps 

7 Writes report to decisions makers to transmit results^r»;erpret 
action 

TO PREVIEW AND SELECT h^STR UCTIC NAL MATERIALS 

5 Views material to do inttial screening 

Analyzes technica" quality to reject poor quality items 
5 Analyzes present curriculum needs to reject irrelevant items 
5 Analyses future curriculum needs to reject irrelevant items 
5 Compares w-th teacher s nc;eds tc reject trrelevant items 




5 Analyzes possible uses of material lo seJect most appropriate 

5 Combines factors to eliminate obvious rejects 

6 Examines evaluation methods to select best evaluation 
method 

Wnies list of titles to prepare oreview list 
Writes annotation to describe material 

Compiles annotation and comment sheet to collect evaluations 
5 Explains material to evaluators to lead ev^iuator session 

Requests evaluatofs to write comments to gather reactions 
5 Asks questions to gather reactions 
5 Leads discussion to gather reactions 
5 Summarizes points made to lead evaluation session 

5 Synthesizes comments to summarize evaluation 
Tabulates recommendations to summarize evaluation 

6 Evaluates comments/recommendations to make purchase 
decision 

6 Analyzes reactions, needs to develop purchase priorities 
Makes list of purchases to select materials for purchase 
Sends list to director to purchase materials 
Sends reactions to producers to inform producers of reactions 
Calls teachers m one school ouilding to evaluate materials 
5 Shows materials to teachers to lead evaluation session 
5 /^sks questions regarding material utilization to gather 
reactions 

5 Listens to teacher comments to gather reactions 
5 Asks questions regarding teacher material needs to gather 
reactions 

5 Writes suggestions to lead evaluation session 

6 Synthesizes teacher reactions to make purchase decision 
Sends suggestions to director to iriform director of needs 
Sends suggestions to producers to inform producers of needs 
Calls students/teacher in a class to evaluate material 

5 Shows matenal to students to field test material 

5 Asks students questions to determine if objectives are met 

5 Analyzes success m meeting objective to field test material 

5 Asks students to evaluate material to field test material 

6 Synthesizes student reactions to make purchase decisions 
6 Examines success m meeting objective to make purchase 

decisions 

TO EVALUATE INSTRUCTIONAL MATERIALS 

6 Writes guidelines to select evaluation committee 

Gives guidelines to advisory panel to obtain reaction/approval 

5 Translates guideimes to select committee members 
Checks calendar to set dates for evaluations 
Calls a'jditonum coordinator to schedule evaluation sessions 

5 Reads literature to select items for evaluation 

5 Talks to salesmen to select items for evaluation 

Reads memos from teachers to determine materials needs 

5 Screens inputs !o select items for ev . t^n 

Organizes materiols in groups to pr» : :.' i evaluation 
sessions 

Writes list of items and dates to order .ns for preview 

Gives instructions to staff to have preview materials ordered 

Attends evaluation committee meeting to lead discussion 

Asks questions to determine application/use 

Collects committee evaluations to compile evaluation report 

Attends staff evaluation session to lead discussion 

Asks Questions to determine application/use 

Discusses with staff to clarify matenals needs 

Collects staff evaluation to compile evaluation report 

Combines evaluations lO develop evaluation rating 

Sends evaluation rating to computer to have evaluatton rating 

stored 
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TO PILOT TEST PROTOTYPE INSTRUCTIONAL MATERIALS 

6 Reads materials objectives to identify learner behaviors 
6 Translates learner behaviors to develop prototype test 
6 Compares test with objectives to insure test valrdity 
6 Discusses test with author to insure test validity 
5 Administers materials/test to student to try out tes: 
5 Questions student regarding material to provide compsnson 
data 

5 Compares te^t/verbal responses to check test validity 
Ca school to arrange for test audience 
Supervises secretary to have ;ests typed/duphcated 
Takes materials/tests to school to conduct pilot test 
Gives instructions to students to orient them to pilot test 
Distributes materials to class to conduct pilot test 

5 Observes students using materials to identify problems with 
materials 

5 Observes reactions of students to assess non-verbal response 
Listens to student questions to identify problems with 
materials 

Distributes tests to class to conduct pilot test 
5 Observes students taking t€^ts to identify problems with test 
5 Listens to student questions tc identify problems w:!h test 

Compares tests with answer key to score tests 

Compiles scores for each C'Jestior to analyze data 
5 Compares analyzed data/objecttves to identify ob|**ctrves not 

met 

5 Performs item analysis of test to identify weak areas 

6 Wr-Tes anecdotal data to interpret results of tests 
Sends materials to designer to have materials revtsed 

SUPPORT-SUPPLY FUNCTION, 

UTILIZATION FUNCTION. 

TO HELP STUDENT IDENTIFY LEARNING INTERESTS AND 
SELECT OBJECTIVES 

Travels to schooi building to make self available to students 
5 Listens to student to inaiate conversation 
5 Reads student records to identify relative educational 

achievement 
5 Piobes student to identify interest and talent 
5 Reads student records to identify social/ethnic difference 
5 Reads student records to identify interest/attitude 
5 Converses with student to identify interest and talent 
5 Responds to student to encourage learning interests 
5 Makes suggestions to student to identify interest and talent 
5 Reads student records to identify past learning in area 
5 Reads student records To identify learning difficulties in area 
5 Discusses with student to review past learning and problems 

: n a rea 

5 Discusses with student to identify implications of past for 
present 

5 Analyzes with **tudent to narrow interest based on past/ 
present 

6 Analyzes with student to translate interest to broad objectives 
6 Speaks with student to provide mput on broad objectives 

5 Analyzes with student to narrow broad ob:ectives 

6 Analyses with student to Translate broad to behavioral 
objectives 

5 Evaluates behevioral obieciives with student to select objective 

of immediate interest 
5 A. alyzes w;th student to develop learning sequence for 

objective 
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TO HELP STUDENT SELECT LEARNING ACTIVITIES TO 
MEET OBJECTIVES 

Administers tests to student to test student learning style 
5 Reads test results to analyze student learning style 
5 Instructs stL'Ct9nt to explain learning style 
5 Discusses with student to exp!a:n idea of learning preference 
5 Reads listing of learning activities to identify prepackaged 

activities in system 

5 Reads listing to identify learning activities related to objectives 

6 Compares student and activity objectives to select activities 
relevant to student 

5 Discusses with student to explain different activities 
5 Analyzes learning activities to identify human/media mix 
5 Analyzes i^jamir.g activities to identify individual/group mix 
5 Corripares acttvities/learnir.g style to identify matches 

5 Discusses with student to identify student learning preference 

6 Combines a ct ivity/sty I e/p reference to make learning activity 
suggestions 

5 Discusses with student to evaluate suggested activities 

5 Listens to student feedback to identify problems with current 

learning activities 
5 Combines different activities to generate new sets of activities 
5 Discusses with student to evaluate combined activities 
5 Listens to feedback from student to identify activity problems 

not solved 

5 Discusses with student to identify student ideas for learn:ng 
activities 

5 Consults with student to help design individual learning 
activitit;.^ 

TO HELP STUDENT PREPARE TO USE LEARNING ACTIVITY 

Discusses with student to arrange time for learning activity 
Calls instructional materials center :o schedule materials for 
learning activities 
5 Discusses w:th student to explain logistic aspects of learning 
activities 

5 Discusses with student to explain unique components of 

learning activities 
5 Discusses with student to review objective's of leerning 

activities 

5 Discusses with student to encourage interest in learning 
activities 

5 Discusses with student to explain assessment procedures 
Administers pre-test to collect base-lev^! data on objective 

5 Listens to student to answer questions on use of learning 
activities 

TO LECTURE/MAKt MEDIA PRESENTATIONS TO LARGE 
STUDENT GROUPS 

5 Speaks to students t? identify objectives ^ Presentation 
5 Speaks to students to explain importancu ^. objectives 
5 Discusses with students to identify group expectations 
presentation 

5 Speaks to students to present lecture information 

5 Speaks to students to explain special media techniques 

Operates media equipment to present information 
5 Discusses with students to ask students questions 
5 Analyzes quest ion /answers to evaluate student understanding 
5 Analyzes question/answers to evaluate presentation 

effectiveness 

5 Observes student behavior to evaluate presentation 
effectiveness 

6 Translates evaluation to change presentation 

6 Listens to students to respond to student questions 
5 Speaks to students to respond to student questions 



TO MONITER IND5VIDU ALaZED INSTRUCTION/SELF- 
tNSTRUCTlONAL MEDIA 

Writes on student record to note student atteridance 
Writes on Student record to note learning -activity used 
Checks materials for learning activity to check rf ready for 
student 

Calls center to obtam missing components 
5 Observes student using materials to identify problems m 

handling materials 
5 Discusses with student to explain handling of materials 
5 Observes students using materials to identify problems :n 

understanding 

5 Observes students using matersals to identify problems m 

performance activities 
5 Discusses wfth st jdent to ascertain problem 
5 Discusses with student to solve problem if ?imple 
5 Discusses with student to recommend tutor to solve problem 

Calls tutor to arrange for student session 

TO ACT AS RESOURCE FOR ENDIVIDU ALyO ROU P 
DIRECTED LEARNING ACTIVITIES 

Travels to school to be available to students 
5 Writes capabilities/interests resume to identify capability/ 

snterest to --students 
5 Waits in office to be available to students 
5 Speaks to students performing learning activities to ascertain 

objectives and activities 
5 Speaks to students performing learning activities to ascertain 

possible role for self 
5 Listens to students to learn if they need/want help 
5 Speaks to students to indicate acceptance of negative 

response 

5 Listens to student questions to carry out positive response 

5 Discusses with students to phrase questions :n other ways 

5 Asks students questions to probe problems/understandings 

5 Instructs students to explain concept/information 

5 Performs activity to demonstrate activav 

5 Discusses with students to indicate further resources 

TO FACILITATE GROUP LEARNING PROCESS 

5 Instructs group to explain faciluator role 

5 Observes group learning process to gather data for 
observations 

6 Ar.alyzes group process to evaluate resource utilization 

6 Analyzes group process to evaluate interpersonal relations 
6 Analyzes group process to evalijate supporttveness of 
members 

6 Analyzes group process to evaluate problem solving process 

6 Analyzes group process to ev^ uate success in working to goal 

6 Speaks to group to make process intervention 

6 Discusses with group to suggest analysis of process 

6 Speaks to group to provide input where appropnate 

TO TUTOR INDIVIDUAL STUDENTS WITH LEARNING 
DIFFICULTIES 

5 Listens to student to hear student perception of learning 
probler^ 

5 QuestiO'-s student to identify what student does understand 
5 Questions stuciert to identify parameters of learning problem 
5 Reads student reccds to identify similar past learning 
problems 
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5 Reads student records to idenufy past learning successes 

5 Reads student records to identtfy learning style 

5 Reads student records to identify affective factors 

5 Discusses with student to identify current peer/family relatons 

6 Synthesizes factors to formulate tentative app'oach 

£ Discusses with student to have student evaluate tutor 
approach 

5 Spe^iks to student to prescribe remedial learning activities 

5 A»ks student questions to probe understandings- Problems 

5 Performs activity to demonstrate activity 

5 Speaks to stuc. ;nt to explain m new way 

5 bstens to st'jdent responses/Questions to evaluate student 
learning 

5 Speaks to student to answer questions 

6 Analyzes student feedback to revise tutoring aporoach 

TO FOLLOW UP STUDENT WORK ON LEARNING ACTIVITY 

5 Discusses with student to obtain impression of learnino 
experience 

Administers post-test to ^:>certain studen: learning 
5 Compares pre-snd post-tests to determine tf student met 
objective 

Writes Post-test score to add to student record 
5 Speak-*- student to expiam post-test 
5 Speakt uudent to identify objectives not met 
5 Listens tc student to get student view of test/objectives 
5 Speaks to student to suggest recycle through process 
5 Explains learning activity evaluation form to have student 

evaluate learning activity 

Sersds negative evaluations to materials evaluator to have 

learning activity revised/eliminated 

CaJIs parent to arrange for meeting 
5 Dtscusses with student/parer^t to explain student progress 
5 Listens to parent to understand parent concerns 
5 Discusses with parent/student to point out student concerns 
5 Analyzes parem student differences to resolve possible conflict 

5 Discusses differences w>th parent/student to resolve possible 
conflict 

6 Evaluates student/parent conference to write repoa 

6 Writes report of student, parent conference to keep record of 
progress 

UTILIZATION-DISSEMINATION FUNCTION. 

TO MAINTAIN PROFESSIONAL STATUS/KEEP UP IN FIELD 

6 Re?ds be -,s/jOurnal ."^icles to I ear*" issL.es/new knowledge 
6 Joins : .'ofessional associations lo learn issues/ new knowledge 
6 Joins professional associations to develop professional 
contacts 

6 Attends conventions to learn jssues''new knowledge 

5 Attends conventions to develop professional contacts 

6 Writes articles/convention papers to disseminate new ideas 
6 Writes articles/convention papers to gain recognition in field 
5 Discusses with colleayues to understand tssues in field 

5 Discusses with colleagues to jJentify positions m field 

Discusses with salesmen to become informed of new products 
Circulates fliers to inform staff of new products 
Maintains file of new equipment to keep informed on 
technology 



TO DEVELOP DISSEMINATION STRATEG5ES FOR 
TEACHER TRAINING PROJECT 

5 Reads teacher training materials to identify target audience 
5 Reads regarding ta get auoience to identify key geographical 
areas 

5 Reads regarding target audience to identify key institutions 
5 Reads regarding target audience to identify key individuals 
5 Analyzes dissemination materials to identify time institution 
needs 

5 Ana'yzes dissemination materials to identify staff institution 
needs 

5 Analyzes dissemin::*ton materials to identify iaciJities 

institution needs 
5 Analyzes dissemination materials to identify matericjls 

institution needs 

5 Analyzes dissemination ma:t:;nals to idenffy sequence credit 
problems 

6 Translates materials to hst Denefits :o institution 

5 Analyzes methods of involvement to involve institution m 
process 

5 Analyzes methods of involvement to involve individuals m 
process 

5 examines mstituiion influence patterns to identify 
dissemination flow 

6 Synthesizes beneftts/mvoivement/problems to envelop 
dissemination plan 

5 Discusses with colle<jgues to evaluate dissemmonon plan 
5 Speaks with interested msiiiutiun to field-test diosemmation 
plan 

5 Admtrasters plan to field-test dissemination plan 
5 Examines increased use of materials to evaluate dissemination 
plan 

5 Speaks wuh other institutions to operaticnalize ':iissemination 
plan 

TO EXPLAIN INDIVIDUALIZED INSTRUCTION PROJECT TO 
VISITORS 

Speaks to visitor or supervisor to receive request for 
infcrmanon 

5 Talks with visitor to get acquainted/discover needs 

Operates shde projector to make presentation on project 
5 Discusses with visitor to explain project 
5 Listens to visitor to identify questions regarding project 
5 Discusses with visitor to answer questions regarding project 
5 Instructs visitor to summarize project charactenstics 
Drives visitor to school to show project m operation 
5 Instructs visitor to describe layout of classroom 
5 Observes class with visitor to see project in action 
5 Discusses with visitor to identify characteristic activates 
5 Listens to visitor * identify questions regarding oroject 
5 Discusses with visitor to indicate activities answering 
questions 

Guides visitor tour to keep visitor out of teacher s way 
5 Speaks with students/teachers to arrange for discussior , »vr,-^ 
visitor 

5 Listens to visitor/student teacher dtscusston to provide help if 
needed 

5 Discusses with visitor to summarize project 

Collates project literature to give materials to visitor 
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TO CONSULT ON MED9A USE AND DESIGN 

5 Advises outside personnel to improve use of media techniques 

6 Examines butldmg blueprints to suggest improvements 

5 Advises outsjde personnei to improve fatning center design 
5 Gives multi-medi^» prese.itation to demonstrate use of media 
5 Discusses wtrh audience to clarify media principles used 
5 E5(amines prototype materials to suggest improvements/ 
evaluate 

5 Serves on committees to dissemtnate information on media 

TO PROMOTE INCREASED USE OF INSTRUCTIONAL 
TELEVlS:Ot^(ITV) 

5 Discusses with content specialises to identify appropriate parts 
of course 

5 Designs mode! to c'ar.fy method- n~iedia decisions 
5 Analyses researcn on ITV to identify reievdrt factors 
5 Analyses cost effectiveness to demonstrate advantages 
ITV 

5 Discusses hardware 'jysTems lo eva!;jaie effectiveness 

5 Observes hardware systems to evaluate effectiver ess 

6 Writes report to management to propose installation of 
ITV 

TO REPORT TO MANAGEMENT 

5 Analyzes work performed in unit to prepare work plans 
5 Assigns work weeUs to functions to prepare work plans 
5 Estimates work to be performed to prepare work plans 
5 Analyzes wo.'k plans to develop supporting budget 
S Develops staff time- output oudget to support work plans 
5 Wrrtes progress report to describe work performed 

TO INFORM TEACHERS ON MEDIA 

Discusses V. . . :eachers to inform on materials ano equipment 
Assesses teaching needs to suggest appropriate materials 
Circulates information to inform them on materials and 
equipment 

plans workshops to demonstrate AV services 
Writes notice to announce demonstration 
Operates AV equipment to demonstrate operation 
Gives multi- media presentation to inform on AV services 
5 Gives lectures to inform on library procedures 
5 Gives lectures to inform oti CAI programming 

5 Gives lectures to inform on language laboratory operations 

TO CONSULT WITH TEACHERS REGARDING IMPROVING 
TEACHING BEHAVIOR 

6 Reads special project proposal to identify desired student' 
teache." behavior 

5 Speaks to teacher t* receive request to consult 
5 Writes on form to mark f requency^'type student responses 
5 Compares student form with desired responses to identify 
discrepancies 

5 Analyzes teacher form behavior to identify what is causinq 

student difficulties 
5 Discusses with teacher to explain Siudent behavior not being 

met 

5 Discusses with teacher to explain teacher behavior causing 
problem 

5 Listens to teacher to encourage suggested alternatives 
5 Instructs teacher to suggest alternative behaviors 



5 Confers with principal to explain suggestions made to teacher 
5 Confers with principal to explain how can help teacher 
5 Confers w:th principal to loentify proiect problems 
5 Instructs orincipa! :o explain use of project matenal 
5 Observes ♦eacher behavior to note improvements in teacher 
behavior 

5 Compares ol'J form/new responses to identify improved 

student responses 
5 Compares old form/new responses to identih u- proved teacher 

behavior 

5 Discusses with teacher to praise improve or-- ^nce 
5 Discusses with teacher to make further ^ 

TC ADVISE PRODUCT PLANNERS ON £OUCAT;0>- 
M>^RKET 

5 Compiles suggestions of educators to sugc products 
5 Evaluates new product specifications to aligr; ' ' Jucaitonal 
expectations 

5 Evaluates changes m products to determine effect on 

educational ap'^lication 
5 Discusses with product planner? to inform of educational 

needs 

TO FACILITATE FULLEST USE OF COMPANY PRODUCTS 

Identifies company products to inform educators 
5 Resolves usage problems to assist educators 
5 Conducts workshops on products to assist educate 
5 Identifies need to produce pamphlet on product 
5 Writes pamphlet to de^^cnbe application of produ( 

Discusses with saSesmen to inform on companv pioa^v::s 

TO ASSIST CONTENT SPECIALIST IN DEVELOPING 
MATERIAlo 

5 Discijsses with content specialists to define training problem 
5 Poses alternative responses to define tramuig problem 
5 Evaluates course outline to identify coherent segments 
5 Discusses with content specialist to develop associated task 
list 

Gives instructions to content specialist to describe use of 

learning modes 
5 Drafts lesson plan to meet traimnq prcbtem 
5 Discusses with content specialists to assist m TV Program 

design 

5 Evaluates draft programs to assess methodology used 
TO TEACH BASIC AUDIOVISUAL COURSE 

6 Shows filmstrip to teach behavioral obiectives 

bm Describes approach to teach behavioral objectives 

6 Conducts simulated task analysis to provide active learning 

5 Encourages writing of objectives and l^sis to tea:h through 
active lea rning 

6 Describes media requirements to teach use of media m 
instruction 

6 Describes group SiZe contingencies ro teach use of media in 
instruction 

5 Advises students to assist in teaching with media 

5 Advises students to assist m multi-media presentations 

Operates equipment to demonstrate equipment operation 
5 Teaches over CCTV to instruct m media production 
5 Teaches over CCTV to instruct m graphics tec^.nique 

Operates TV jmera to record session for ITV 
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5 Advises students to inform on graphics techniques 
Operates movie camera to demonstrate to students 
5 Advises students to assist in making fi! m 
5 Administers pre and post tests to reinforce teaching 

Administers media skilJs test to evaluate student oerformance 
5 Advises students to better master teacher relations 
5 Advises students to inform on courses to take 
5 .G»ves multi-medta presentation to demonstrate use of meoia 
Operates movie projector to show exemplary films 

5 Discusses with students to clariV media principles 

TO TEACH INTERACTION ANALYSIS 

Operates audiotape recorder to tape classroom dialogs 

6 Codes classroom dialogs to provide models for instruc:»on 
Operates copier to Drovide transparencies of matrices 

^< Describes process of coding to teach how to code 

Operates overhead proiector to show matriceiJ anc coding 
Operates oudiotape recorder to playback classroom dialogs 
5 Discusses with students to clarify ceding d?s. cements 
5 floie plays teacher in class tc demonstrate teacher behavior 

TO TEACH MICROTEACHING 

5 Discusses with students to clanfy issues 
5 Discusses microteachmg prinnylas To prepare teacher for 
taping 

5 Observes teaching episode to identify teacher behavior 

5 Codes teaching behavior to provide model of behavior 

6 Critiques videotape with teacher to point out teaching fce^lavlor 
6 Discusses with teacher to suggest behavior improvements 

5 Observes teacher reteachmg to 'deni^fy changes in behavior 

5 Codes leaching behavior to provide modei of nev.' behavior 

6 Discusses with teacher ic identify behavior changes 

5 Directs production of videotape to provide model for critique 
5 Describes microteachmg to inform student teachers 

Operates videotape recorder to show teach/reieach to 

students 



COMPETENCIES 
FOR TECHNICIANS 
IN 

MEDIA MANAGEMENT 

ORGANIZATION MANAGEMENT OUTCOMES. 
KEEPING OF PURCHASE RECORDS/ACCOUNTS 

Deducts amount of purchase to record current balance 
Operates card punch machine to record purchase 
Operates adding machine to total m.onthly expenditures 

4 Specifies deliver/ time/place to prepare purchase orders 

4 Estimates cost per item to prepare price list 

4. Signs forms to prepare purchase orders 

4 Supervises secretary to prepare purchase orders 

5 Supervises bookkeeper to credit district accounts 

KSEEPiNG OF WORK RECORDS/PAYMENT RECORDS 

Writes number of hours worked to provide record for payment 
Computes and records payments to keep record 
Computes time worked to determine payment 

3 Assesses fee using fixed rates to pay narrator 

3 Computes \otai hours worked to provide payment to operators 

KEEPING OF STUDENT RECORDS 

Makes mark in register to record student presence 
Records errors and frame numbe' to record student progress 
Writes post-test score lo add to student record 
Writes on student record to note student attendance 
5 Assigns letter grades to record student progress 

KEEPING OF MISCELLANEOUS RECORDS 

Lists number of recordings made to keep record of work 

Checks list to note returned questionnaires 

Analyzes circulation records to compute usage figures 

Adds up time equipment used to compute usage figures 

Writes information on film in log book to record receipt of film 

Writes comments of audience to record recommendations 

Writes date in iog book to record preview data 

Collects completed work orders to have record of operation 

Compares extant list with previous to compile list of new 

materials 

3 Writes information on assignment to keep record 
3 Receives forms from district to compile county totals 
5 Supervises analysis of forms to compile county totals 

BILLING OF CLIENTS 

Writes materials and time spent to provide record for billing 
5 Supervises secretary jto bil! districts 

FILING OF MATERIALS 
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Files broadcast log to maintain record 

Files telex sheets to maintain record 

Files used pnniing masters to keep records/files 

Files purchase orders and vouchers to keep recorcJs/files 

Flies Durchase orders to keep track of those not received 

Operates typewriter to update file cards 

Files new information to update files 

Files order sheets m folder to keep records/Mes 
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3 Compiles information on new materials to add to files 
Alphabetizes check-out cards to prepare to hie 
Arranges she^f list cards to prepare for filing 
Alphabetizes catalog cards to prepare for filing 

MAILING/SHIPPING OP MATET^EALS 

Prepares film cartridge to mail to processor 

Copies information from hst to address questionnasre 

Operates typewnter to r/pe film mailing Jabei 

4 Gives instructions to have materials disTnbuted 
Tells secretary to transmit letter to applicants 

4 Discusses with supervisor to define shipping arrangements 

TYPIWC 

Operates typewriter to type inventory 
Operates typ*;writer to type order sheet 
Operates typewriter to produce copy of b»jsiness letter 
Operates typewriter to type purchase orders 
Operates typewnter to r/pe equipment list 
Operates typewriter to type repair request 
Operates typewriter to type broadcast Jogs 
Operates typewnter tc; r/pe promotional materia? 
Operates typewnter to type form request 
3 Operates typewriter to t>-pe catalog 

Uses tape recorder and typewnter to make transcript of 
proceedings 

PERFORMANCE OF MINOR CLEK:CAL ACTIVITIES 

Puts staples on folder to make storage enveiopes 
Operates spirit duplicator to make copies of inventory 
3 Writes list of titfes to prepare specialist preview list 
3 Wntes list of titles to prepare evaluation committee preview 
list 

5 Supervises personnel to receive equipment/materials 

ORDERING OF MATERIALS 

Mails Order form to manufacturer to place materials on order 
Writes to producer to request materials for preview 
Notes supplies needed to write requisition list 
Fills out order form to order materials 
3 Writes list of items and dates to order items for preview 
3 Arranges materials requested to group order list 

3 Lists materials/equipment costs to compile order list for 
purchase 

4 Wntes letters to manufacturers to remind of back orders 
4 Wntes letters to manufacturers to correct wrong orders 

Talks with supervisor to report supply needs 
3 Informs secretary to order film for purchase 
3 Calls box manufacturer to order boxes 
3 Calls designer to obtain copy for labels 
3 Calls producei to obtain type style for labels 

3 Calls printer to order labels 

4 CalJs unit ordenng materials to inform of manufacturer delay 

4 Calls manufacturer to confirm order 

Checks level of supplies to determine need for orders 

PURCHASING OF MATERIALS 

3 Sends list to d:rector tc purchase materials 

3 Sends order forms to district to initiate purchasing cycle 

3 Assigr^ purchase order number to assure payment 

5 Wntes letter to manufacturer to cancel late orders 
5 Reviews equipment order to approve for purchase 
5 Compares list prices to determine best pnce 

5 Makes decision to notify manufacturers to cancel late orders 
5 Negotiates with management to institute open purchase 
account 
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ANALYSES OF GRGANIZATBON COMPONENTS 

4 Examines forms used to identify needed improvements 

4 Examines current routing lists to identify major problems 

4 Analyzes service requ«ts to identify service needs 

4 Writes memo to departments to clarify service needs 

5 Analyzes project personnel/organization to determine decision 
makers 

5 Analyses manageability of project to determine constraints 

5 Matches staff to activities to identify gaps in staff 

5 Analyzes relations between functions to develop functional 
matrix 

5 IReads project reports to identify current wo<k 

5 Analyzes budget submissions to identify new programs 

5 Analyzes activities to determine staff/time/resources 

4 Discusses with workers to identify rriajof problems 

4 Calls departments to clarify service needs 

SCHEDULING MEETINGS/APPOINTMENTS 

3 Selects meeting lime and pEace to hold demonstration 

3 Checks Personal sch^fdule to schedule tine and date 

4 Select? time and place to hold seminar 

4 Checks calendar to set dates for evaluations 

3 Calls auditorium coordinator to schedule evaluation sessions 

3 Calls parents to arrange for meeting 

4 Calls applicants to set time and place for interview 
4 Calls building coordinator to arrange for room 

4 Calls School to arrange for test audience 

4 Discusses with training officer to arrange for pnc : :;st 

4 Contacts individuals or schools to obtain subject! study 

5 Speaks to students to arrange for lessor. s»mulbtiO>^ 
5 Sp2?ks to students To end lesson simulation 

5 Soeaks with students/teachers to arrange for discussions wtih 
visitor 

DETERMINING FINANCES/FINANCIAL CONSTRAINTS 

4 Analyzes budget to c etermine money available 
4 Analyzes cost of model to determine if feasible 
4 Analyzes budget to determine cost constraints 
4 Reads budget to discover fiscal resources 
4 Submits proposal to contracts office to acquire overhead 
figures 

4 Analyzes study costs to determine money constraints 

5 Analyzes monetary considerations to determine financial 

'aints 

5 . , ^uas architect's budget to ascertain proposed cost 
5 Analyzes staff needs to determine staff salary needs 
5 Analyzes budget to determine resources available 
4 Measures costs of instruction to compute inoney saved 
4 Assesses requests for neyv equipment/materials to determine 
purchase prionty 

SEEKING FUNDS 

3 Transmits proposal to funding to obtain funds for research 
study 

4 Develops budget to suppon research project 
4 Wntes up budget to support proposal 




5 Writes memos to management to acquire funds for operation 

5. Justifies expenditures to acqutre funds for operation 

5 Contacts colleagues to identify appropriate funding sources 

5 Negotiates with manaoament to acquire funds for operation 

5 Reads ^ jdget to identify internal support money 

5 Reads newsleners/ money statements to identify possible 

money sources 

5 Rc-adi journats to idantjfy appropriate fundmg sources 

COM^^'UTING BUOG^TS/FINANCIAL RECORDS 

3 Operates adding machine to compute total budget 

4 Performs cost analysis to compete cost product data 
4 Calcuiates money available to compute budget 

4 Analyzes production plan to uevelop production budget 

4 Estimates cost for each segment to develop cost analysis 

4 ;idds estimated costs for segments to develop cost analysis 

4 Anaiyzes pay schedules to compute staff budget 

4 Assesses equipment needs to compute equipment Dudget 

4 Assesses materials needs to compute materials t -get 

5 Projects system growth to develop projected bL-dgei 
5 'Analyzes work plans to develop supporting bLido-et 

5 Lists staff time and rates to determine staff budget 

5 Lists equipment needs and costs to determine equipment 
budget 

5 Lists materials needs and costs to determine materials budget 

5 Totals costs to determine total budget 

5 Assesses expenditures to write financial plan 

5 Compiles sub-budgets to develop budget draft 

5 Incorporates improvements in budget to develop final budget 

4 Examines alternate systems to develop initial budget 

3 Lists projected equipment needs to provide budge: information 

APPROVING/EVALUATtNG OF WORK/PRODUCTS 

3 Reads bill from producer to approve for payment 

4 Submits proposal to administration to approve for submission 
4 Reviews purchase orders to approve for purchase 

4 Rev:ews bills to certify for payment 

4 Reads notification from board to approve vendor selections 

5 Reads progress reports to evaluate project progress 

5 Cornpares products/activities wtth goais to evaluate project 
performance 

5 Compares products/activities wiih goals to assure quality of 
work 

5 Compares products/activities with goals to suggest 
improvements 

5 Compares past and present budgets to approve/disapprove 
budget 

5 Compares budget and past performance to approve/ 
disapprove budget 

4 Supervises staff to insure work is completed 

5 Talks with staff to evaluate programs 

5 Discusses with advisory committee to evaluate program 
improvements 

DETERMINING NEED FOR EQUIPMENT/FAClLiJlES/ 
PERSONNEiyPROCEDURES 

Counts number of Staff members to ascertain facilities needs 
4 Analyzes production plan to determine equipment needs 
4 Searches in file to select suitable location 
4 Analyzes number and type activities to ascertain facilities 

needs 

4 Reads floor plan lo examine current facilities 
4 Reads current equipment inventory to identify equipment on 
hand 



4 Analyzes production ptan to determine talent/crew needs 

5 Analyzes center inventories to list staff, equipment and 
materials 

5 Analyzes relations and functions to define duties of personnel 
5 Examines work of organization to identify how facilities can 
help 

5 Examinei* staff communications/interaction to identify how 

facilities can help 
5 Analyzes organization activities lo ascertain equ pment needs 
5 Assesses cost restraints to determine limits of project 
5 Listens to staff desires to ascenam facilities needs 
5 Listens to staff to ascertain equipment needs 
5 Speaks to technical workers to ascertain jobs to be done 
5 Speaks to technical workers lo ascertain workers needed 
5 Selects three architects to dircuss facilities in depth 

MAKING AVAILABLE EQUlPMP •/r-ACILJTIES/ 
PERSONNEL 

4 Analyzes purchase requests to determine which catalog to 
search 

4 Reviews new employee papers to deterrr.ne size/number of 
session? 

4 Makes arrangements lo ;ransport crew/talent to location 

5 Estimates staff need:, to fill descnbed jobs 
5 Writes memos to advise hiring 

4 Calls appropnate agency to schedule location 

4 Calls warehouse to rent warehouse for storage 

5 Selects personnel to fill key positions in structure 

5 Speaks to realtors to seek additional spacie off campus 

CHECKING FOR ACCURACY 

Compares new materials with invoice To check that order is 
co-^plete 

Checks invoice with purchase order to ensure both are correct 
4 Checks typed budget to ensure correct 

DETERMINING AND ENFORCING TIME CONSTRAINTS/ 
DEADLINES 

3 Writes time schedule to assign completion dates 

4 Defines PERT chart to assign completion dates 

4 Analyzes time limits to determine time constraints 

5 Analyzes activities to determine time for each activity 

4 Calls contractor periodically to ensure product on time 

5 Speaks to technical workers to ascertain amount of time 
needed 

4 Measures time taken to compute time saved 

5 Reads proposal to determine dates for evaluation reports 

WRITING TIME/PERT CHARTS 

4 Combines times to develop project timeline 

4 Analyzes flow to identify major steps 

4 Writes Chart to formalize PERT schedule 

5 Writes operations plan to organize course development 
5 Estimates time factors to organize course development 

5 Analyzes relations of activities to oevelop PERT schedule 

5 Analyzes time for each activity to develop PERT schedule 

5 Analyzes project limits to develop PERT schedule 

5 Assigns completion dates to design proieci deadlines 

SELECTION OF PERSONNEL/MATERIALS/EQUIPMENT 
AND PROCEDURES t=Cft MANAGEMENT 

4 Writes form letter to inform applicants of rejection 

4 Evaluates list of contractors to select most appropriate 

4 Lays cut samples to select equipment/materials vendors 

5 Translates guidelines to select committee members 
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5 Analyzes program projections lo determine additions needevJ 
5 Compares equipment on hand and needs to identitY equipment 

to be bought 
4 Calls selected applicant to notify of selection 

4 Speaks to client to set up review panel 

5 Writes report to board of education to indicate vendor 
selections 

APMINISTRATION/COORDINATJON OF PROJECTS 

4 Gathers employee information to distribute to new employees 

4 Assigns work to staff to meet goals of ur»it 

5 Surveys market potential to decide on number of copies 
5 Rereads contract to define desired Outcomes 

5 Analyzes coals of project to define needed activiiies/producrs 

5 Transla^'es proiec! acr-vities to <*iCvelop lOb der^cripnons 

5 Analyzes unit request to determine need for training 

4 Requests r:oursc cievelopers tc obtajn size and type of progra- 

4 Negotiates cofi:ract with customer to init:ate protect 
development 

5 Speaks to staff to identify proiect interests 
5 Listers to outSide input to improve product 

5 Reads proposal to determine audtence for reports 

MONlTOftSNG/CHANGiNG OF ORGANIZATION 
STRUCTURE AND GOALS 

4 Analyzes service needs to propose new servjce operation 

5 Proposes new documen: Tion ro improve research library 

4 Discusses with depanr^ents to propose "^ew service operation 

5 Listens to feedback :o --vise structure 

5 Discusses with auOftor to identify feasible organizational 
structures 

5 Discusses with auditor to identify acceptably org^r)lz^tlonaI 
structures 

5 Confers with colleagues to evaluate structure matrix 
5 Confers with colleagues to evaluate new structure 
5 Speaks to colleagues to become involved m new ventures 
S Discusses projects money with staff to identify future priorities 
5 Discusses with technical experts to design new organizational 
mode! 

WRITING OF WORK PLANS/MANAGEMENT REPORTS 

5 Analyzes production details to write production plan 

5 Analyzes work performed in unit to prepare work pEans 

5 Assigns work weeks to functions to prepare work plans 

5 Estimates work to be performed to prepare work plans 

5 Develops staff time-^output budget to support work plans 

5 Writes progress reports to describe work performed 

5 Reviews project progress to present report to management 
customer 

5 Discusses with staff to revise work plans 

5 Converses with students to assign work arear 

5 Evaluates student performance to write evaluation report 

CLARIFICATION OF MANAGEMENT GOALS 

5 Reads assignment outline to clarify general idea of project 
5 Reads previous proposals to obtain background .nformation 
4 Discusses w.rh chent to clarify assignment 

4 Discusses wtrh teachmq personnel to clarify teaching 
assignments 

5 Consults with client to determine client roles 

5 Consults with client to dsStermine company roles 
5 Negotiates with funding source to clarify details of proposal 
5 Asks questions to clanS general idea of project 
5 Instructs customer in iogistics to define work/money' - iine 
relationships 
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PERSOWf^EL MANAGEMENT OUTCOMES. 
HIRING OF STAFF 

4 Makes recommendations to director to assist m hiring 

5 Reads file of prospective staff to attempt to fill staff gsOs 

5 Reviews application forms to select applicants for interyiew 

5 Reads resurr es of current staff to identiK- possible project staff 

5 Reads resu.r.its to seSect ar^pMcants for interview 

5 Selects short list of applicants to do initial interviev^mg 

5 Evaluates applications to determine trainees 

5 Reviews job applications to make recommendations 

4 Calls personnel office to hire shipping personnel 

4 Calls unit head to ask recommendations on trainer 

4 Calls trainer cho-en to notify of selection 

5 icJentifies field personnt ' -o select prop^am developors 
5 Hires personnel to staff research project 

5 Speaks v^'ith prospective staff to evaluate qualifications 

5 Describes project and company to initiate job interview 

5 Interviews |ob applicants to select most suitable 

5 Evaluates recoTrmendations to determine best trainer 

5 Speaks to current staff to identify possible project siaft 

5 Questions applicant to ascena-n Qualifications 

5 identifies appropriate staff to st^ff proposed program 

EVALUATION/ASSESSMENT OF PERSONNEL OUTPUT 

4 Super^'ises student aide to ensure correct performance 

5 Assesses staff work to wnte performance reports 

5 Reviews worker evaluation reports lo determine acceptance of 
wCrk 

5 Discusses with teacher to praise improved performance 

5 Speaks to technical workers to review progress periodically 

5 Evaluates employee performance to assess employee orogress 

5 Discusses with staff to evaluate work performed 

5 Observes staff work products to evaluate work performed 

5 Evalua^'es employee performance to write evaluation report 

5 Discusses with peers to determine validity of reports 

6 Discusses with worke*' to determine validity of reports 

5 DtscLisses with supervisor to determine validity of reports 

5 Evaluates teaching to assess work of teaching personnel 

4 Gives instructions on operation to supervise assistants 

ASSIGNMENT OF WORK TO PERSONNEUOUTSIDE 
CONSULTANTS 

4 Assjgns work on daily basis to schedule work loads 

5 Assesses work to be performed to approve requests for leave 
3 Uses telephone to call repairman 

3 Calls talent to request them to audit:on 

5 Calls associate to request assistance :n presentation 

3 Identifies appropriate persons to ask them to preview films 

3 Chooses appropnate narrator to obtain script narrator 

ASS:STANCE IN COMMUNICATIONS BETWEEN 
MANAGEMENT AND STAFF 

3 Ooerates telex machine to communicate with network 
S 'Writes procedural monual to inform new employees 
5 Writes recommendations to suggest promotions and 3\..ards 
5 Conducts staff meetings to relay administrative directives 
3 Talks with new employees to inform of procedures 
3 Writes performance reports to inform supervisor 
5 Negotiates with personnel department to suggest promotions 
and awards 

5 Discusses with staff to relay/interpret administrative 
regulations 

5 Persuades architect to meet staff to eosure staff input 




INTERACTION WITH INDIVIDUALS AND GROUPS 

3 Schedules maetmg with directors to discuss proposal 

4 Attends staff evaluation session to lead discussion 

4 Attends evaluation committee meeting to lead discussion 

5 Summarizes points made to lead evaluation session 
5 Writes suggestions to iead evaluation session 

5 Chooses subject matter to encourage seminar discussion 

5 Speaks with client group to develop rapport with group 

5 Speaks with individual m'^mbers to reduce specific inhibitions 

5 Speaks to project directors to persuade to produce 
presentation 

5 Operates tape recorder and microphone to interview people tn 

5 street 

3 Drives to schools to consult with .teachers 

5 Advises students to better master teacher relations 

5 explains material to evaluators to lead evaluation session 

l'/ Shows materials to teachers to lead evalu3tion session 

r.cSEARCH-THEORY OUTCOMES. 

COLLATION/SUfViMARlZtNG OF DATA IN PREPARATION 
FOB ANALYSIS 

5 Supe>vises personnel ensure correct data collation 
Counts responses m each category to Summarize data 
Tallies responses to summarize data 

A Collates data to measure effects of treatments 

4 Prepares tally sheet to summarue data 

5 Codes teacher behavior to categonze according to scale 

5 Sets up data translation procedure to obtain answers from data 
5 Translates objectives to define categories of responses 
5 Reads data to determine if categories fit 
5 Classifies each response to put responses into categories 
5 Listens to tapes of student sessions to summarize tutorial 
strategies 

ANALYSIS OF DATA 

4 Speaks with researcher to understand data to be analyzed 

5 Supervises personnel to ensure correct data analysis 

4 Compares test group with control to analyze effects of 
treatment 

4 Operates calculator to perform statistical analysis 

4 Reads statistical tables to perform statistical analysis 

4 Computes money/time saved to determine cost effectiveness 

4 Divides cost by market to determine unit product cost 

5 Sets up data processing procedure to analyze data 
5 Analyzes data to measure effects of treatments 

5 Translates data into formula to perform statistical analysis 
5 Analyzes > : udent errors to evaluate lesson/tutor -trotegies 
5 An/ ^es test results to comoute effectiveness c v' 
5 Performs statistical analysis on data to quant!^' leacher 
behavior 

5 Performs statistical analysis to measure teacher attitude 
5 Performs statistical analysis to analyze data 

INTERPRETATION OF DATA 

5 Compiles suggestions r' aducators to suggest new products 

4 Compares data analysis w'tn trebles to determine significance 
oi data 

5 Compares solutions/information to evaluate proposed 
solutions 

5 Analyzes reality test results to revtse model 

o Examines objectives/data analysis to interpret meaning c :a 

5 Analyzes tutorial strateg-es to identify common elements 

5 Analyzes tutorial strategies to identity successful elements 

6 Compares observed benavior to model to identify teacher 
hcnaviOr problem 
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5 Interprets analyzed oata to laentiTy most erreciive le^nniqut; 
5 ldentifi€?s similar products to aetermme competition 
5 Evaluates new product specifications to align..with educational 
expectations 

5 Evaluates changes in products to determine effect of 
educational application 

DESIGN OUTCOMES. 

PRODUCTION OUTCOMES. 

EVALUATION-SELECTION OUTCOMES. 

DIAGNOSIS OF EQUIPMENT DEFECTS 

Tests language lab equipment to locate operating flaws 

Uses tube tester to :dentifY defective tubps 
3 Operates projector to determine non-functioning part 
3 Consults drawing and parts list to 'dent.fy non-functionmg nan 
3 Operates record player to determine nor. functiomrsg part 

ASSESSMENT OF MATERIALS 

3 Selects trme and date Jo preview fjresentation 

4 Reads memos from teachers :o determme materials needs 
4 Calls teachers m school to evafuatc mnrerials 

4- Calls students/teacher in a dab: to evdiudtc materials 

4 Asks questions to determine apy.iCc:ion/usc 

4 Discusses with staff to clarify m;iter-als needs 

4 Requests content specialists to preview old films 

4 Discusses with teacher to evaluate matenats available 

4 Discusses Aith teaching personnel to evaluate success of 
course 

5 Asks stiidfcnts questions to determine tf objectives are met 
4 Analyzes technical quality to reject poor quality items 

4 Previews old films to evaluate physical conduion 
4 Analyzes produced visuals to evaluate quality 
4 Previews presentation to evaluate presentation 

4 Listens to tape to evaluate sound quality 

5 Analyzes present cui nculum needs to reject irrelevant materials 
5 Analyzes future curriculum needs to reject irrelevant materials 

5 Compares matenals with teachers' needs to reject irrelevant 
items 

b Combines factors to eliminate obvious rejects 

5 Designs evaluation forms to evaluate effectiveness of course 

5 Analyzes program to assess logical development 

5 Evaluates sl:des and tape to in^ofove quahty of matenai 

5 Evaluates take to accept or reject film 

5 Observes run-through to suggest improvements in film 

5 Views material to do initial screening 

Operates movie projector to Preview film 

4 Plays back videotape to check Quality of -recording 

5 Pilot tests to evaluate effectiveness of materials 

5 Teaches course ;o evaluate effectiveness of materials 
5 Observes student behavior to e^-aluate presentation 
effectiveness 

5 Analyzes question/answers to evaluate presentation 
effectiveness 

ASSESSMENT OF DEVICES 

5 Discusses hardware systems to evaluate effectivene'-s 
5 r'erfcrms cost anaiysis to recommend equipment 
5 Compares unit proouct cost to determine p^duct 

competitiveness 
5 Observes hardware systems to evaluate effectiveness 
5 Evri' jates new equipment to assess compatibility 
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SUPPORT-SUPPLY OUTCOMES. 

MAINTENANCE OF EQUIPMENT/MATERIALS 

4 Analyzes repair history to identify equipme'^t operation 
problems 

Inspects returned materials to check for damage 
Inspects returned equipment to check for damage 
Cleans lenses on projectors to keep m working order 
Cleans AV equipment to keep in working order 
Replaces jackets on records to keep clean 
Operates air compressor to remove dust from projector 
Cleans off ooints and rollers to maintain film inspector 
Puts plastic jackets on books to protect materials 
Cleans and dusts materials to mamta'n condition 
Uses cotton swabs and alcohol to clean heads on videotape 
recorder 

Cleans and refills diazo cop»er to mamtam 
Refills Orintmg solution to maintain offset machine 
Cleans rollers to maintain Offset machine 
Cleans work area to keep clean orgarrzed 
Demagnetizes heads on recorders to keep in working order 
Sprays controls in console to clean 
Oils AV equipment to keep m working order 
Cleans language lab equipment to ensure good working order 
Changes projector bulbs and fuses lu maintain in work:ng order 
4 Maintains eiectncal systems to er.sure working order 

PICK:nG up and delivery of cOUIPMENT AND 
MATERIALS 

Marks list for packer to mform of r* ateridif, needed 
Gives instructions to custodian to move heavy equipment 
Calls custodian to have materials delivered 

3 Calls supplies department to request table and screens delivery 
Selects specified equipment to take to classroom 
Loads van with equipment to deliver to location 
Unloads truck to deliver equipment 
Wheels truck to classroom to deliver equipment 
Uses checklist to locate materials for rleltvery 
Picks up and :arries boxes to load m van 
Packs filmstrips in mailing tube to prepare for delivery 
Wheels dollies to deliver equipment 
Carries equipment to classroor, to deliver to classroom 
Loads equipment on cart to deliver to conference room 
Pushes cart to deliver to conference room 
Unloads equipment to deliver to conference room 
Packages materials to prepare for delivery 
Packs films in box to return to library 
Packs up equipment to return to AV center 
Carries film TO viewing room to await showing 

3 Drives to location to deliver equipment 

3 Drives car to ?ick up defective equipment 

3 Drives car to deliver repaired equipment 

REPAIR OF EQUIPMENT 

3 Calls repairman to request repair of equipment 

4 Assigns work to assistants To have equipment repaired 
Selects new tubes to replace defective tubes 
Tests protector fan to ensure working order 
Uses tube tester to test tubes 
Replaces needle to restore working order 
Uses sfoboscopic disc to check turntable s: "'^ * 
Removes stuck copies in copier to restore operating condition 
Changes bulbs m overhead projector to restore worksng order 
Repairs lecterns to restore working order 
Replaces fuse to restore working order 
Replaces tubes to restore working order 
Operates equipment to test repair 
Operates equipment to test reported malfunction 
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4 Repairs television receivers to restore working order 

4 Repairs language lao console to restore working order 

4 Repairs electrical systems to restore working order 

4 Repairs CCTV stud.o equipment to restore working order 

5 Repairs FM transmitter to restore working order 

KEEPI NG OF REl'AIR RECORDS 

Writes data on repair form to keep record of repa»r 
Writes information on card to keep record of repair 
Writes information on card to record damaged ^naterials 
Lists equipment repaired weekly to keep weekly records 
Lists equipment repaired daily to keep daily records 
Writes information on card to record periodic maintenance 
3 Writes information on each repair to maintain re, air history 

REPAIR AND INSPECTION OF MATERIALS 

Carr>es films to work area to prepare for ir.^^psction 
Operates film insDe^tor to inspect ^nd repar film 
Inspects returned materials to check for damage 
R^mu^es dan.aged materials to keep from circulat^o*"- 
Visually inspects tapes to cneck breaks 

KEEPING OF EQUIPMENT INVENTORY 

Copies information on card to prepare inventor/ card 

Copiej information on order form to mail :o library 

Lists equipment received to compile i^ew equiprrer:t .nveniory 

Copies information from schedule cards to 3isi equipment 

holdings 

Compares holdings with inventor/ to check j;..-:uracy of 
inventor^f 

Operates typewriter to list inventory of holdings 

3 Copies from inventory to list equipment and materials 

LABELLING OF EQUIPMENT AND MATERIALS 

Copies information from file card to identify machines 

Files card ir; equipment file to have record of machine 

Replaces labels on equipment to insure identification 

StenCiis label on equipment to identify materials 

Stamps ownership mark on materials to identify materials 

Ties Tag on machine to identify machine 

Affixes code number on chart to identify 

Affixes code number on char: to identify matenaSs 

Assigns code number to chart to keep record 

Labels kits of materials to identify materials 

Labels cartridges to identify for future use 

Puts label on boxes to identify boxes 

STORAGE OF EQUIPMENT AND MATERIALS 

Writes sheff list cards to identify locat-on of materials 

4 Gives instructions to have old fi'rn destroyed 

5 Supervisee personnel to store equipment/materials 

C Analyzes extant materials to remove out-of-date materials 
Places inspected films on shelves to store for future l .e 
Carries equipment to room to store equipment 
Unpacks returned filmstrips to return to storage 
Sorts materials to prf^pare for shelving 
Places materials on shelves to store for next use 
Replaces equipment on snelves lo store for future use 
Carries boxes to store room to store boxes 




VERIFICATION 0F1>RDERS/LISTS 

4 Calls producer to ascertain correct title 
3 Checks catalog notation to irisure accuracy 

Compares equipnnent with purchase order to ensure order is 
correct 

Connpares list with past iist to check accuracy 
Reads catalog to verify citation of film 
Checks title and number of film to insure accuracy 
Checks student schedule to identify correct as-^-gnment 
3 Uses reference books to check accuracy of fi^nn notation 

COMPILING OF FILES/CHECKLISTS 

3 Files references by subject area to conr.pile materials file 

5 Writes briefing guide to provide briefing guidelines 

5 Selects articles on mec^ia to compile library of materials 
5 Analyzes crucial operating factors to design readiness checklist 
5 Lists equipment operation problems to list crucial operating 
tactofs 

5 Analyzes catalogs and files to hst related materials 
TRANSMISSION OF VIDROTAPES 

5 Observes builders at work to ensure specifications are met 
Operates videotape recorder to transmit programs frcm 
network 

Schedules time and date to arrange 'or CCTV broadcast 
3 Prepares VTR set-up to ready for playback 

3 Ooerates ^/TR to playback recording 

DJSTRIBUTIC.WCSRC'uLaTION Of MATERIALS 

Reads daily schedule to identify materials neeoeci 

4 Coordinates materials procurement to rro\ > needed audio 
and visuals 

5 Supervises p. :nel to redistribute e.^uipment/'maTcnals 
Pastes date-doe slips in books to prf;pare fur circulation 
Sets up cjrculatio;* desk daily to prepare for dislributicn 
Pre-stamps c?ate due cards to prepare for distribution 
Matches films wiih order slips to assign film to requestor 
Checks lists to determine if materials available 
Locates requested matensl to assist requestor 

4 Plans new routing list to improve circulation 

SCHEDULING OF MATERIALS/EGUIPMENT/FACILITIES 

Flies copy of schedule card to keep record 
Writes work order to record operation needed 

3 Schedules matenals to reserve for use 

Writes date scheduled to rf?cord dace needed 
Writes requester's name to reserve materials 
Writes m time chan to schedule conference rooms 
Copies information to worksheet to reser/e projectionist 
Files copy of work order to ha^e record or operation 

3 Schedules facilities to reserve for use 

Discusses w;th requestor to schedule preview time 

Talks with requestor Xo get information on materials needs 

Calls room cOorJinator to schedule conference rooms 

Calls tutor to arrange for student session 

Calls sound studio to schedule time for recording 

Locates schedule card to record date needed 

Chooses alternate date to reserve materials s 

Checks schedule book to determine if materials available 

3 Schedules bus and driver to reserve for field trip 

3 Checks matenals for learning activities to check if ready for 
student 

4 Plans new scheduling system to improve scheduling 
3 Schedules equipment to reserve for use 



PREPARATION ^OR UTILIZATION OF FACILITIES/ 
EQUIPMENT 

5 Visits presentation location to review physical facilities 

3 Discusses with instructor to identify program need 

4 Discusses with presenter to clarify presentation details 

5 Discusses with instructor to determine room size and character 
3 Designs cue sheet to assist projectionist and speaker 

3 Surveys room to plan VTR set up 

4 Organizes materials :n gro -ps to prepare for evaluation 
sessions 

Sets up appropriate equipment to prepare for conference 
session 

Arranges furniture to prepare for conference and previfiw 
Loads projector to prepare for use 
Lays out materials in lab to prep3re for student use 
Turns on equipr'ient to prepa''e for student use 

3 Sets up console to prepare for instructor 

CATALOGING OF MATERIALS 

Writes data m catalog to update catalog 

Files catalog cards to !;eep records 

Lists new materials m catalog to update catalog 

4 Writes short descriptson of film to catalog film 

Compares title with catalog to determine if already catalogued 
Determines standard notation to prepare to catalog 
3 Lists subject headings to materials to identify them 
3 Assigns sequential control numbers to catalog I'lOw materials 
3 Ass:gns subjec: headings to clasaify materials 

3 Removes out-of-date cards to keep catalog files current 

5 Adapts con^mercial catalog cards to catalog to local needs 
5 Checks classrfication list to cross-index materials 

5 Reads new rvaterials to classify materials 

4 Reads review of materials to cross-index materials' 

5 Reads curriculum guides to classj*y materials in curriculum 
areas 

OPERATION OF COMPUTER TERMINAL 

Operates computer terminal to print out tutorial strategy 
Operates computer terminal to list messages received 
OperoCfcs computer termi.ial to make program tapes 
Operates computer terminal to delete old programs 

INSTALLATION OF EQUIPMENT 

3 Bu>!ds soundproof ceiling to equip CCTV studic 
5 Hocks up e^jipment to install equipriient 

Unppcks ecuipiTient to prepare for installation 

4 Reads physical schematic to determine equipment ieyou! 
4 Examines floor plan to determine location for compofvtnts 
4 Reads wiring didgrams to'determino electrical layout 

4 Reads specifications to determine contents and number 

PREPARATION FOR MULTI MEDIA PRESENTATION. 

Stands up screens to prepare for presei'.a'jon 
Places tables in position to prep;ire for presentatson 
Tepes extension cords to floor to prepare for presentation 
Vests control device to prepare for presentation 
3 Sets up eouinment to prepare for multist ^ten presentatio n 

3 Sets" up control device to prepare for presentaiton 

4 Analyzes physical facilities to determine placerr.en: of 
eviuipment srvd audience 

4 Runs through presentation .o checK fo: *echnicai accuracy 
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ORDERING OF FILMS/MATERtALS/EQUIPMENT 



UTILIZATION-DISSEMINATION OUTCOMES. 



Mails order sheets to order films 
3 Discusses with student to arrange time for learning activity 
3 Calls teacher/students to arrange for human components of 

learn ng activity 

3 Calls instructional materials center to schedule maten^s for 

' learning activity 
3 Calls producer to obtain sa mple components 

3 Calls equipment supplier to request equipment delivery and set 
up « 

4 Analyzes usage figures to project equiprr^nt .leeds 

4 Analyzes equipment needs to plan equipment acaui«^ition 

LOCAT?OM OF MATERIALS 

5 Analyzes matenais file to setect references 

5 Researches materials files to locate appropnate materials" 

ORDERING OF REPLACEMENT MATERIALS 

Lrsts missing equipment to request replacements 
Lists missing items to prep2:e replacement list 
Writes to central office to request replacement items 

3 Writes order forms to order spare parts 

4 Calls producers to request replacement materials 
Observes stock of paper to insure adequate supplies 

4 Estimates spare parts needed to stock repair aervice 



TRAI^SMISSIGN OF RA^riO BROADCASTS 

Reads aloud to announce station jdenttfication ' 
Reads aloud to make radio announcements 
Observes audiometers to monitor broadcast signal 
Operates broadcast console to switch program sources 
Arranges tapes in rac^ to prepare to broadcast 

UTILIZATION OUTCOMES. 

PREPARATION FOR LEARNING ACTIVITIES 

Prepares materials and equipment in lab to prepare for student 
use 

4 Travels to school to be available to stader>ts 
PRESENTATION OF INFORMATION 



6 
5 
5 



Sched^iles meeting vwi»ri director to show presentation 
SchCKlules meeting with writer to show presentation 
Operates media equipment to present mforrnation 
Operates slide projector to show presentation 
Operates equipment to show muk. screen presentation 
Reads scnpt and shows slides to show raw presentation to 
client 

Instructs students to explain concept/information 
Speaics »o group to provide jnput where ap^-opnats 
Speaks to students to present lecture information 



DISTRIBUTION OF INfORMATlON 

Mails copy of work order to inform instructor 
Sorts incoming mail to distribute m boxes 
Circulates flyers to inform staff of new products 
Lists operating flaws in equipment to inform repair technician 
Writes notifications to inform teacher of film arrival 
Distributes information to get information to employees 
3 Transmits report to funding source to disseminate research 
findings 

3 Collates project literature to give materials to visito; 

4 Writes notice to publicize demonstration 

"4 Compiles list of recommended equipment to inform staff 
4 Lists recommended equipment per unit to inform staff 
4 Lists recommended manufacturers to inform staff 

4 Writes instructions to inform production units 

5 Writes memos to field personnel to inform on progress of 
course 

5 Writes report to managerr.^^nt to inform on progress of course 
5 Assesses cos: benefits of training to inform management 
5 Translates technical languo e to describe project to 

management /customer 
5 Writes :>orj on projec" to present progress to management/ 

customer 

5 Edits report on proiect to disseminate findings 
5 Develops new procedures to route information 
5 Wrjtes reports to disseminate findjnqs 
5 Conducts briefings to jnform on progress of course 
4 W 'ltes summary of data to report to supervisor 
Distributes messages received ;o tnfcrrri staff 
Sends notifications to reoues!or to inform of date scheduled 
3 ,Sen'js reactions to producers to inform producers 

3 Sends Suggestions to director to inform director o* needs 

4 Circulates information to inform on materials and equipment 

DISCUSSION (TWO-WAY INTERACTION) 

4 Uses telephone to answer service questions 
Converses with supervisor to discuss repair 

5 Discusses with client group to answer Question^ regarding 
evaluation 

5 Discusses microteachtng principles : . or- ::are teacher for 
taping 

5 Discusses with studtnts to cla: issues 
5 Discusses with visitor ro answer questions 
5 Listens to visttor/student/teacher discussion to provide help if 
needed 

5 Discusses with visitor to summarize activities 
5 Discusses with students to clarify media principles 
5 Discusses with student to explain different- activities 
5 Cnttques videotape witn teacher to point out teaching 
behavior 

5 Observes teacher teaching to identify changes m behavior 
5 Conducts seminar to encourage discussjon 

TEACHING (FORWAL INTERACTION) 



5 
4 
4 
4 
4 
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Designs conference to inform management of changes 
Gives instructions to students to orient them to p:iot lest 
Discusses with students to clarify elements of composition 
Discusses with students to clanfv lenses/settmg decisions 
Supervises use of instama*ic to provide experience m 
photography 

Discusses camera pictures to clarify pnnciples of composition/ 
setting 

Discusses with teacher to suggest behavior improvements 
Speaks to manao'.-ment and customer to present project 
progress 

Supervises training conferences to teach new tescher 
behaviors 

Operates slide projector to make preser.tation on pro;ect 



4 Gives directions to students to assist in equioment operation 

5 Gives lectures to info rrr students 

5 Teaches over CCTV to instruct in media production 

5 Advises students to assist in making media production 

5 Advises students to assist in mult i- media presentations 

5 Administers prfe- and post -tests to reinforce teaching. 

3 Shows how to replace bulbs to inform aides 

3 Explains operation of equipment to inform instructor 

4 Teaches preventive maintenance to inform repairmen 

3 Shows how to operate dictaphone to instruct students 

4 Demonstrate equipment operation to train student workers 

5 Describes m+croteachmg to infom student teachers 
5 Explains tasks to be done to train staff 

' 5 Encourages writing of objectives to teach thru active learning 

5 Encourages writing of objectives and tests to teach through 
active learning 

EXPLANATION (INFORMAL INTERACTION) 

Writes date and name on card to rnform requestor 

3 Uses telephone to answer routine questfOns 

4 Converses with assistants to ad* ise on repairs 
4 Talks with teacher to inform of procedure 

4 Discusses with teaclier to explain references sources 

4 Speaks to visitor or superior to receive request for infoi i.ii^^'Cn 

4 Calls produceis to inform of mistakes in product 

4 Calls colleagues to inform of staff needs 

4 Calls placement agency to inform of Staff needs 

4 Speaks to technical workers to inform of deadlines 

5 Discusses with client group to cre:*te nOn-threatening 
evaluation 

5 Discusses with student to explain logistic aspects of learning 
activity 

5 Discusses with student to explain unique components of 

learning activity 
5 Discusses with student to explain assessment procedures 
5 Discusses with student to explain handling of materials 
5 Discusses with student/parent to explain student progress 
5 Discusses with teacher to explain student behavior not be:ng 

met 

5 Discusses with teacher to expio n teacher behavior causing 
problem 

5 Discusses with principal to explain suggestions made to 
teacher 

5 Discusses with-teacher to make further suggestions 
5 Discusses with product planners to inform of educational 
needs 

5 Speaks to technical workers to explain PERT chart 

5 Speaks to student to explain post-test 

5 Speaks to teacher to receive request to consult 

5 Speaks to architects in person to explain f<jcilities needs 

Drives visitor to school to show orOject in operation 
5 Instructs group to explain facilitator role 
5 Instructs group to explain conter.t/process difficulty 
5 Advises students to inform on courses to take 

4 Discusses with teachers to inform oh materials and equipment 

5 Instructs client group to explain purposes of evaluation 
5 instructs client group to explain role of evaiuator 

5 Instructs i:ustomer in II to define problems in process 
5 Instructs customer in II to define changed concepts of 
instruction 

5 Instructs customer in II to define effects on curriculum 

5 Irtstructs customer tn 11 to define new role of testing 

5 Instructs visitor to descnbe layout of classroom 

5 Serves on committees to disseminate iijformation on media 

5 Instructs teacher to suggest alternative behaviors 

5 instructs su'f^ervisor to expiain use of maierial 

5 Advises teachers to mform of matenals available 

5 Advises on film making techniques to inform staff 



COMPETENCIES 
FOR TECHNICIANS 
IN 

MEDIA PRODUCT 
DEVELOPMENT 

ORGANIZATION MANAGEMENT OUTCOMES. 

ASSIGNMENT/COORDINATION OF WORK OF Ur«iT3/ 
PERSONNEL 

3 Gives instructions to staff to have preview materials ordered 
•3 Writes Standard production order to coordin'jte Production 

3 Writes time schedule to assign completion dates 

5 Writes memos to departments to request review of extant 
materials 

4 Transmits script to narrator to have tape produced 
4 Reads assigned script to assess work to be done 

4 Routes incoming correspondence to assign for action 

5 Estimates number of copies needed to order publications 

5 Writes memo to subordinates to require budget submissions 
Converses with supervisor to clarify assignment 

3 Gives instructions to secretary to have budget typed 

4 Calls production unit to arrange for production of visuals 
4 Calls school to arrange for evaluation data collection 

4 Calls computer center to arrange for data process:ng 

4 Supervises secretary to have tests typed/duplicated 

4 R jQuests secretary to have list of old films compiled 

4 Gives instructions to lab to have pnnts produced 

4 Discusses with publications unit to organize mass production 

4 Identifies teaching personnel to assign to course 

5 Explains work of organization to give architect design 
specifications 

5 Explains how facilities aid work to give architect design 
specifications 

5 Explains communications/interaction needs to give architect 
design 

Specifications 

5 Explains special needs of staff to give architect design 
specifications 

5 Explain financial constraints to give architect design 
specifications 

5 Discusses with staff to determine work assignments 

DETERMINING AND ENFORCING TIME CONSTRAINTS/ 
DEADLINES 

3 Wntes time schedule to assign completion dates 

4 Defines PERT chart to assign completion dates 

4 Analyies time limits to determine time constraints 

5 Analyzes activities to determine time for each activity 

4 Calls contractor periodically to ensure product on time 

5 Speaks to technical workers to ascertain amount of time 
needed 

4 Measures time taken to compute time saved 

5 Reads proposal to determine dates for evaluation reports 
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PERSONNEL MANAGEMENT OUTCOMES. 
HK'llTtfG OF STAFF 

4 Makes recommendations to director to assist m hinnq 

5 Reads file of prospective sia^ to attemp: to fill staff gaps 

5 Reviews apphcation forms to select applicants for interview 

5 f jds resumes of current staff to identify possible project staff 

5 Peads resumes to select applicants for interview 

5 Selects short list of applicants to do initial interviewing 

5 Evaluates applications to deter(n;ne tra(r>ees 

5 Reviews )ob applications tc make recommendatjons 

4 Calls personnel office to. hire shipping personnel 

4 Calls unit head to ask recommendations on trainer 

4 Calls trainer chosen to notify of selection 

5 Identifies fSeld personnel :o select program developers 
5 Hires personnel to staff researcn project 

5 Speaks with prospective staff to evaluate qualificaifons 

5 Describes projec: artd company to initiate lob interview 

5 Interviews job applicants to select most suitable 

5 Evaluates recommendations to determine best trainer 

5 Speaks to current siaff to identify possible project staff 

5 Questions applicant to ascertain Qualifications 

5 icentifies appropriate st :o staff proposed program 

RESEARCH-THEGRY OUTCOMES. 
DESIGN OUTCOMES. 
PRODUCTION OUTCOMES. 
PRODUCTION OF OVERHEAD TRANSPARENCIES 

Applies tape of hinges to mount transparencies 
Assembles sheets of film on mount to produce overlays 
Operates 3m machine to maketransparency of hard copy 
Ooerates diazo machine to make transparencies 

taches adhesive color materia' to add color to masier 

PRODUCTION OF PHOTOGRAPHIC MATERIALS 



3 
4 



4 
3 
3 

3 

3 
3 
4 



Gtves directions to art department to make slides into test P^'ni 

Advtses photographer to assist m location shooting 

Uses sealing jron to mount slides 

Uses slide mounts to mount slides 

Inserts film cartndge *.o load camera 

Operates copy camera to photograph copy.vork 

Mixes chemicals to process film 

Processes black-and-white film to develop film 

Operates contact pnnter to make prints 

Operates copy camera to make photographs 

Inserts film to load camera 

Operates camera to make photoaraph 

Operates copy process camera \o make halftone copy 

Sets up tripod and camera to prepare for shootmg 

Tests hght level to bet camera 

Processes color film to develop film 

Selects appropriate equipment to perform photographic 
as'jjgnment 

Selects appropriate film to perform photographic assignmen: 
Chooses appruprrate chemicals to process black-and-white 
fiir 

Che - aopropnate chemicals to process fi. n 
Cho^'-es appropnate paper to print film 



PRODUCTION OF PRINTED MATERIALS 

3 Gives instructions to have copies made 

Operates adhesive coatmg machine to apply wax to materials 
Operates soiral bmdmg machine to bind materials 
Applies Jring to master to prepare master for printing 
Operates copycat machine to prepare plates for offset 
Operates o^fset press to print materials 

3 Assembles matenals on master to prepare copy for printing 

PRODUCTION OF AUDIO RECORDJNGS 

3 Give3 signals to technical staff to produce audio recording 

4 Givtis instructions to studio staff to have master made of audic 
recording 

3 Operates stopwatch and recorder to :>me scratch tape 

4 Makes arrangements to produce duplicates of tape 

5 Gives instructions to sound crew to direct audio recording 
3 Operates tape recorder to record lesson simulijtion 

3 Operates tape recorder to record class proceedings 

Operates magnetic erasing machine to erase audiotapes 
Operates high speed duplicator to produce copies of 
audiotapes 

Presses tone button on cue to put signal on tape 

Watches meter to ensure appropriate volume 

Operates tape recorder to produce recording 
3 Operates two tape recorders to make duplicate audiotapes 
3 Operates tape recorder and record player tc produce 

audiotapes from records 
3 Operates tape recorder and TV to make tapes of TV progranns 
3 Operates mov:e projector and recorder to record audio from 

film 

3 Operates tape recorder and projector to make synchronized 
audiotape 

3 Sets up audio equipment to prepare for recording 
3 Reads script aloud to produce scraEch tape 

3 Times scratch tape to assess length o< tape 

4 Mixes narration tape and sound to produce finished tape 

3 Checks audio equipment to prepare for recording 

4 Chooses record to be background music for tape 

5 Eval'jates scrip' to choose appropriate music and effects 

PRODUCTION OF TV RECORDINGS 

Lifts and carnes props to arrange set for tap'ng 

4 Operates TV camera to video record ITV lesson 

3 Prepares videotape recorder set-up to ready for recording 

3 Sets up videotape recorder to prepare for taping 

3 Sets up mikes to prepare for taptrr'^ 

3 Sets up portable camera to prepare for taping 

4 Operates videotape iccorder to record production 

3 Sets up lights to prepare for taping 

4 Gives Signals to talent and crew to direct production 
4 Rehearses presentation to direct videotape recording 

production 

4 Directs talent and crew to direct ITV production 

3 Surveys classrp to determine set arrangement 

4 Operates videotape recorder to record programs from network 

PRODUCTION OF CAl MATERIALS 

Operates computer terminal to store program in memor^,' 

5 Analyzes steps in flow chart to translate into computer 
language 
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PRODUCTION OF MOTION PICTURES 



ORGANIZATION OF COMFONtWTS 



3 
3 
3 
4 
5 
5 



Gives instruction to camera crew to direct shots to be taken 
Qtves instructions to taJent to direct action for shots 
Discusses with film editor to explain him concepts 
Operates motion picture camera to record action 
Operates motion picture projector to preview raw footaqe 
Uses film splicer to spltce raw footage 
Operates sound equipment to record sound 
Splices film to produce continuous footage 
Prepares camera to ready for shooting 
Prepares sound equipment to ready for shooting 
Organizes shot breakdown to provide shot sequences 
Analyzes script to write shot breakdown 
Edits film footage to produce final Mm 



PRODUCTION OF CONTOUR MAP 

„ Draws lines on fiberglass base to outline map 
Cuts pieces of styrofoam to build contours 
Glues pieces of styrofoam to build contours 
3 Uses paintbrush and paint to paint ir- topographical features 

GETTING APPROVAL OF MATERIALS 

5 Discusses with specialists to have rough cut approved 

DESIGN OF ARTWORK/LAYOUT 

3 Gives instructions to have brochure designed 

4- Discusses with an department to assign color and lettering 

Arranges letters and picture to produce artwork 

Measures ptcture to produce scale drawing 

Draws scale diagram to serve as blueprint 

Traces lines on master to prepare illustrations 

Uses color lift process to make visual 
3 Lays out design on finished form to prepare to make chart 

3 'Masks tissue over visual to indicate image area 

^ Uses compasses, parn:. and brushes to paint pictures 

4 Draw? rough sketches to design title frames 
4 Desig-^s layout to design record sleeve 

4 Sketches rough visuals to illustrate course outline 

4 Draws one, •! cartoons to illustrate matenals 

3 Chooses appropriate colors to illustrate chat 

4 Chooses colors and styles to give continuity to prese.^*5t':on 

PRODUCTION OF PROTOTYPE DEVICES 

5 Writes technical specifications for contract to initiate 
production devices 

5 Designs basic parameters of device to specify fo' production 
5 W.-rtes guidelines to specrfy minimum specifications fo 
equipment 

PRCDUCTrON OF MULTIPLE COPIES/PROTOT i'PE 
MATERIALS 



Arranges materials in sequence to orqaniic in presctibed order 
Arranges slides in sequence to organize in prescribed o'der 
4 Analyzes script to assign pauses and tape stops 
4 Arranges storyboard cards bv mam ideas to assign frame 
numbers 

4 Reorders script to follo". :iftcations 
4 Sequences slides to m^ n scnpi 

4 Rewrites portions of sc words to existing visu2ls 
3 Listens to scratch tape u <Jjo and visuals 

5 Discusses with author to gt:< approval of storyboard 
5 Views sequences of film to approve rough cut 

EVALUATION-SELECTION OUTCOMES. 

MOWiTORrNG OF EQUIPMENT OPERATION 

Tests equipment to insure operating condition 
Tests levels on mikes to ensure quality o' sound 
Monitors audio dials to make adjustments m level 

3 Monitors sound from location to check quality 

3 Observes monitor to adjust set and camera 

3 Observes set on monitors to adjust se: and lighting 

4 Observes equipment in operation to assess performance 

3 Operates each component to test working order 

VERIFICATION OF I NSTRUCTIONAL SYSTEM 
COMPONENTS 

4 Calls unit head to determine accuracy of materials 
Checks slides produced to insure order filled 

Checks pictures against scnpt to insure all visuals present 

3 Listens to recording to msure accura';y 

4 Proofreads copy to check for errors 

3 Checks course materials to insure correct catalog notations 

4 Checks shot segments to insure all taken 
4 Reads print-ou check program 

SUPPORT-SUPPLY OUTCOMES- 

-IZATION OUTCOMES. 

?TILIZATION'DISSEMINATlON OUTCOMES. 



4 
4 

5 

5 



Gives instructions to have multiple cooies produced 
Cells production departmer.i to have prototype produced 
Gives ir»strucTions for pioducirg artwork 

Assesses draft training materials :o make production decision 
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COMPETENCIES 
FOR TECHNICIANS 
IN 

INSTRUCTIONAL 
PROGRAM DEVELOPMENT 



ORGANiZATIOr MANAGEMENT OUTCOMES. 
PERSONNEL MANAGEMENT C JTCOMES 
INTERACTION WITH INDIVIDUALS AND GROUf^S 

3 Schedules meeimg with difeci.:rs to discuss proposal 

4 AtteiKis staH evaluation session to lead discuiision 

5 Surnmjnzes pomTS made to lead evaluation session 
5 Writes suggestions to lead evaluation session 

5 Chooses Subject matter to encourage se-^mar discussion 

5 Speaks with client group lo develop rapport with group 

S Speaks with mdivdual members to reduce specific inmbittons 

5 Spev."ss to proiect directors to persuade to produce 

presentation 

5 Listen:- to student to initiate conversa:ion 

3 Drives lo schools to consult with leac^-jrs 

5 Advises students to better master teacher relations 

6 Explains materia! to evaluaiors to lead evaluation session 
5 Shows materials to teachers to lead evaluation session 

RESEARCH-THEORY OUTCOMES. 

ANALYSIS OF DATA 

- Speaks with researcher to understand da;^ :o be analyzed 
5 Supervises ;:jervv^:mel :o ensure correct data analvsis 

4 Compares test group with control to analyze eMects of 
treatmen: 

4 OperaTes calculator to perform statistical analysis 

4 Reads statistical Tables to perform statistical analysis 

4 Computes money tims saved to det^.'-rrnr cost ei^fectiveness 

4 D;^/ides cost by ir.arke: determine unit product cost 

5 Sets lip data processing procedure to analyze data 
5 Analyses data to measure eMects of treatments 

5 Translate- -lata »nto formula to perform statistical analysis 
5 Analyzes ;rJent errors to evaluate i-isson/ tutor strategies 
5 Analyses teb: results to :orr.puie erlectiveness of television 
5 Performs statistical an. /sis on data to quantify teacher 
behavior 

5 Performs Statistical analysis to measure teacher attitude 
5 Performs statistical analysis to analyze data 

iNXeRPRETATION OF DATA 

5 Compiles sugi^estions of educators to suggest new products 

4 Compares data analysis with rabies to deteimme significance 
of data 

5 Compares solutions mforma: on to evaluate proposed 
solutions 

5 Analyzes reality test results to re^'ise moael 

5 Examines obiectives> data analysis to interpret meaning of data 

5 Analyses tutorial strategies to identify common elements 
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5 Analyzes tutorial strategies to identify sul> essfuf elements 
5 Compares observed behavior to model to identify teacher 

behavior problems 
5 Interprets analyzed data to ider^tify most eHect;ve techmoue 
•J lden:1f^es Similar products to determine competition 
5 Evaluates new product speciticatior^s to al;c;n with educational 

expectations 

D Evaluates changes m products to deiMMmru- eftei;t on 
educatior^.al appUcation 

DESJGM OUTCOMES. 

ANALYSIS AND DESCRIPTION OF LEARNERS 

4 Writes le:!ers to past students :o develop student profnle 

5 Discusses with clieni to dehne larc^u* population 

D "^cusses with client to determine group size and charactei 
Tabu -es responses from letters to develop studen: urotnle 
Tabulates information to develop instructor proMe 
5 Analyzes potential audience to state assvirrpt.ons about 
h .:rners 

ANALYSIS AND DESCRIPTION OF CONTENT 

5 Discusses w::h content specialists to assist m instructional 

proqram, desiQri 
5 Discusses with content experts to unde.rstand conf rr^t 
5 Discusses with client to reconcile conflicts m data 
5 Discusses wKh content specialists to identify appfoprijte pans 

of course 

3 Visits locality to obta ■- background niformation 

5 Analyses research on ITV to identify relevant factors 

4 Reads material provided to separ^tu into major ideas 
4 Writes summary of ma|Cr ideas to orqd^ .'e contfmt 

4 Defines entry behavior of students to determine con^erit 

5 Analyzes scnpt to identify rnajor ideas 

5 Wntes rough outline of content to develop course content 
5 Analyses objectt\ es/flow chart to write consent o^Jthne 
5 Analyzes current content to decide if teaches to ob}ec:ives 
5 Analyzes cur'enr content to determine procedures learner must 
do 

5 Evaluates course outline to identify coherent segments 
5 Analyzes areas to identify curriculum topics 

DESIGN OF PRE- AND POST-TESTS 

5 Analyzes objectives to write pre and post tests 

5 Analyzes test construction to list characteristics 

5 Desicns sample tests to prov de models for instruction 

5 Analyzes objectives to write pre-test 

PRODUCTION OUTCOMES. 

EVALUATION-SELECTION OUTCOMES. 

ASSESSMENT OF PEOPLE 

5 Conserves teacher behavior to note improvements m teacher 
pehavior 

5 Cod<^s student behavior to determme teachirq ef-fectiveness 
5 Observes ':eache: behavior to determine training effectiveness 
5 Compares old form/new responses to identify improved 
teacher behavior 
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ASSESSMENT OF MATERIALS 

3 Selects time and date to preview presentation 

4 Reads memos from teachers ro determine materials needs 
4- Calls teachers ir^ one school to evaluate materials 

4 Calls stLdents/teacher in a class to evaluate material 

4. Asks questions to determine app!ic3;ion/use 

4 Discusses with staff to clarify materials needs 

4 Requests content specialists to have them preview old films 

4 Discusses with teacher to evaluate materials available 

4 Discusses with teaching personnel to evaluate Success of 
course 

5 Asks students questions to determine jf objectives are me: 
4 Analyses technical quality to rejec: oor quality items 

4 Previews old films lo evaluate physical condition 

4 Analyzes produced vrsuals to evaluate O'.ality 

4 Previews presentation to evaiuete presentation 

4 Listens to tape to evaluate Si^jcnd quality 

5 Analyzes present curriculum rieecis to reject irrelevant items 
5 Analyzes future curriculum needs to reject irrelevan: nems 

5 Compares wjth teachers' needs to reject irrelevant items 

5 Combines factors to elammate obvious rejects 

5 DesKjns evaluation forms to evaluate effectiveness of course 

5 Analyzes program to asses?, logical development 

5 Evaluates slides and tape to improve quality of material 

5 Evaluates take to accept or reject film 

5 Observes run-through to suggest improvements m film 

5 Views material ro do initial screening 
Operates movie projector to preview film 

4 Plays back videotape ;o check q uafity of recording 

5 Piiot tests maienals to evaluate effectiveness of matertals 
5 Teaches course to evaluate effectiveness of materials 

5 Observes student behavtOr to evaluate presentation 
effectiveness 

5 Ar.alv^es question answers to evaluate presentation 
<~ffectiveness 

ASSESSMENT OF TECHNIQUES 

5 Discusses with student to evaluate combined activities 
5 Discusses with student to evaluate s^jg^ecr-'^d activities 
5 evaluates pilot performance to evaluate program effectiveness 
5 Designs pre- and post-tests to evaluate effectiveness of 
progra m 

3 Evaluates drah prograrr. "o assess rnethodologv used 
SUPPORT-SUPPLY OUTCOMES. 
UTILIZATION OUTCOMES. 

UTILIZATION-DISSEMINATION OUTCOMES. 
DISTRIBUTION OF INFORMATION 

MaiiS copy of \.vo,k order to inform instructor 
Sorts incoming marl to distribute !n boxes 
Circulates flyers to inform staff of new products 
Lists Operating flaws ir\ equipment to inform repair technician 
Writes notifications to inform teacher of film arrival 
Distributes information lo get information to employees 
3 Transmits report to di;>seminate research findings 
3 ColIates Droject literature to give materials to visitor 

3 Writes notice to publicize demonstration 

4 Compiles list of recommended equipment to inform staff 
4 Usts recommended equipment per unit to inform staff 



4 Lists recommended manufacturers to inform staff 

4 Wrires instructions to inform production units 

5 Writes 'nemos to staff to inform on progress of course 

5 '.Viites report to management to inform on progress of course 
"5 Assesses cost benefits of training to inform management 
5 Translates technical language to describe project to 

management /Customer 
5 Writes report on project to present progress to management/ 
customer 

5 Edits repoa on project to dissemMate findings 
5 Develops new procedures to route information 
5 Writes reports to disseminate findings 
5 Conducts briefings to inform on progress of course 
4 Writes summary of data to report to supervisor 
Distributes messages received to inform staff 
Sends notification to requestor to mform of date scheduled 
3 Sends reactions to producers to inform producers 

3 Sends suggestions lo director to inform director of needs 

4 Circulates information to inform staff of materials and 
eq uipment 

DISCUSSION <TWO-WAY INTERACTION) 

4 Uses telephone lo answer service q uestions 
Converses with supervisor to discuss repair 

5 Discusses with client group to answer que- :ions regarding 
evaluation 

5 Discusses micro teachm,, principles to prepare teacher for 
taping 

5 Discusses with studer 's to clarify issues 
5 Discusses with visitor ;o answer questions 
5 Listens to visitors/ student 'teacher discussion to provide help if 
needed 

5 Discusses with visitor to summarize activities 

5 Discusses with students to clarify media principles 

5 Discusses with student to explain di.'ter- ' activities 

5 Critiques videotape with teacher * eaohmg behavior 

5 Ob?;erves teacher teaching to ideni^v ^nanges m behavior 

5 Conducts seminar to encourage discussion 

TEACHING (FORMAI INTERACTION) 

5 Designs conference to inform management of changes 

4 Gives instructions to students to orient them (o pilot test 

4 Discusses with students to clarify elements of composition 

4 D'scusses with students to clarify lenses/setting decisions 

4 Supervises use of camera to provide experience in photography 

4 Discusses pictures to clarify principles of composition/seiting 

5 Discusses with teacher to suggest behavior improvements 

5 Speaks to management and customer to present departmental 
progress 

5 Supervises training conferences to teach new teacher 
behaviors 

Operates slide projector to make presentation on project 

4 Gives directions to students to assist m equipment operation 

5 Gives lectures to inform students 

5 Teaches over CCTV to instruct in media production 
5 Advises students to assist in making media presentat:on 
5 Advises students to assist in multi-media presentation*^ 
5 Administers pre* and post-tests to reinforce teaching 



3 Shows how to replace bulbs to mform aides 

3 Explains operation of equipment to inform instructor 

4 Teaches preventive maintenance to inform repairmen 

3 Shows how to operate dictaphone to instruct students 

4 Demonstrates equipment operation to tram student workers 

5 Descnbes m»croteaching to inform student teachers 
5 Explains tasks to be done to tram staff 

5 Encourages writing of objectives to teach thru active learning 

5 Encourages wntmg of obiectives and tests to teach thru 
active learTiing 

EXPLANATION (IfJFORMAL INTERACTION) 

Writes date and name on card to inform reavJestor 

3 Uses telephone to answer routine questions 

4 Converses with assistants to advise on repairs 
4 Talks with leacher to inform of procedure 

4 Discusses with teacher to explain references sources 

4 Speaks to vintor or superior to receive request for information 

4 Calls producers to in'orm of mtstakes in product 

4 Calls colleagues to inform of staff needs 

4 Calls placement agency to inform of staff need- 

4 Speaks to :echnical workers to inform of deaoimes 

5 Discusses with client group to create non-threatening 

evaluation 

5 Discusses with sttident to explain logistic aspects of learning 
ability 

5 Discusses with student to explain unique components of 
learning ability 

5 Discusses with student to explain assessment procedures 
5 Discusses .viih student to explain handling of materials 



5 Discusses with student/parent to explain Student progress 
5 Discusses with teacher to explain student behavior no: being 
met 

5 Discusses wiih teacher to explain teacher behaW)r causing 
problem 

5 Discusses with pnnopal to explain Suggestions made to teacher 
5 Discusses with teacher to make further suggestions 
5 Discusses with product planners to inform of educational 
needs 

5 Speaks to technical workers to explain PERT chaa 

5 Speaks to student to explain pcst-test 

5 Speaks to teachei to receive request to consult 

5 Speaks to architects in person to explain facilities needs 

Drives visitor to school to show project m oper j:<on 
5 Instructs group to explain facilitator role 
5 Instructs group to explain content 'proCc5.s difficulties 
5 Advises students to inform on courses to take 

4 Discusses with teachers to inform on materials and equipment 

5 Instructs client group to explain purposes of evaluation 
5 Instructs client group to explain role of eveluator 

5 Instructs customer m II to define problems tn process 
5 Instructs customer in II to define changed concepts of 
instruction 

5 Instructs customer in II. to define effects on curriculum 

5 Instructs customer tn II to define new role Of testing 

5 Insuucis visitor to describe layout of classroom 

5 Serves on committees to disseminate information on medja 

5 Instructs teacher to suggest alternative behaviors 

5 Instructs supervisor to explain use of material 

5 Advises teachers to inform of materials available 

5 Advises on film making techniques to inform staff 
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